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"Strong claims are being made for career education's efficacy.
To the extent that the concepts are not untried, there is already evi-
dence in experiment and denonstration. But given the high mortality
rate of panaceas in recent tines, it is wise to leave roo'n for uncer-
tainty. 3one of it may not work because of being improperly done. In
such a broad concept sole applications are likely to be unsuccessful.
But the experiment is sufficient to pronote reasonably high success
probabilities to major aspects of the notion where they are carefully
thought through and well administered ".1

1Kenneth B. Hoyt, Rupert N. Evans, Edward F. "ackin, and Garth
L. nangui, "Career Sducation: What It Is," Career Education-;That it is
and how to do it. Salt Lake City, Utah: Olympus Publishinfr Company,
1972 p. i6.
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FO? WORD

A new emphasis is being placed on the development of technical-

vocational programs in the Cleveland Public Schools in line with our

goal of providing quality education to all Cleveland children.

A reevaluationof programs is being nade, existing programs are

being ungraded, and new programs are being offered.

This-"five to twelve" Career Development Curriculum Guide outlines

the Cleveland program of training in Career Education.

Paul 4. 3rigas
Superintendent of Schools



PREFACE

This curriculun wide has been developed by the co-ordinating teach-
ers of the Developnental Vocational Education Program which is funded
under Part D of the Vocational Education Amendments of 196Ft. This pro-
gram is being administered and inplenented by the Cleveland Board of Edu-
cation in cooperation with the Model Cities Association of Cleveland.

The material and information that is needed to inplenent this pro-
gram has been Fathered by the Co-ordinating Teachers and Vocational Aides
from the local business world. .



STATEMENT

This Exemplary Project in Vocational Education is conducted under
Part D of the Vocational Education Amendments of 1968, P.L. 90-576.

The schools in the Model Cities area in Cleveland, Ohio are presently
bounded by East 55th on the West, East 79thon the East, Superior Avenue
on the North, and Kingsbury Run on the South. _'his amendment was designed
to assist the cities in raising the standards of living for those locked
into the target areas of selected cities.

During the summer of 1972, approxi,,ately sixty classroom teachers,
department chairmen and guidance counselors prepared curricula materials
and selected visual aids that formed the nuclei for this Career Develop-
ment Curriculum Guide.

The purpose of this guide is to strengthen the students' ability to
select and acquire a positive attitude toward work, toward all levels of
occupational choices found in society, and toward themselves as pro-
spective em2loyees and their employers.

The results of these individuals during the summer of 1972, war-
rants our thanks and appreciation.

William I. Sins
Project Director
Developmental Vocational Education-
Program
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PHILOSOPHY

Cleveland Public Schools

It is through education that a society not only transmits to indi-

viduals, but also reinforces for them, the values, skills, understandings,

and standards of behavior through which society renews and repairs itself.

The responsibility for education is properly viewed as a partnership

featuring a complementary and supplementary relationship among such agencies

as organized religion, social and welfare agencies, cultural institutions,

governmental agencies, and mass media as well as the schools. All these

agencies support the family as the basic unit of personal and social de-

velopment.

In a democratic society the school should create an environment

in which young people will receive an integrated view of their culture,

come to accept the basic assumptions of democratic behavior, and acquire

a body of common knowledge essential for effective citizenship.

PHILOSOPHY

Developmental Vocational Education

Through the concept of career education all educational experiences,

curriculum instruction; and counseling should be geared to preparation

for economic independence and an appreciation for the dignity of work.

DVEP embodies the main thrust of career education, that is, to pre-

pare all students for a successful life of work by increasing 'their options



for occupational choice, by eliminating barriers, real and imagined,

to attaining job skills, and by enhancing learning achievement in all

subject areas and. at all levels of education.

2



.PROGRAM DESCRIPTION AND OBJECTIVES

I

In cooperation with the Model Cities, the overall goal of the DVEP

project is to create a bridge between school and earning a living.

This is done through a career development program beginning in elementary

school and continuing through high school. It provides students with

a broad base of vocational information and exploratory experiences on

which to base career decisions, with skill training to enable them to

secure employment or undertake future training in the field of their choice

and with actual job placement. Thus, the program is designed to increase

options for making occupational decisions: to eliminate real and imagined

barriers to attaining job skills; and to enhance learning achievement in

all subject areas and at all levels of education for the youth in high

poverty Model Cities area schools.

The program is developmental in nature and pyramidal in design.

It bepins with a broad informational/organizational approach at the

elementary level, and is narrowed to an exploratory/prerarational approach

at the senior high level. Such an approach is designed to put the student

at each level in a position to make informed decisions as to the next

step in his career development and successively narrow his vocational

preference.

Beginning at the upper elementary school level, students in grade

five and six acquire rely .t le :-lnd valid inform:i.tion on on '.he broad

range of available oocu:ziAonF requi.:e-lents.



The program is worked in conjunction with the Social Studies classes.

The emphasis is on occupational clusters rather than on specific jobs,

including future occupational areas which are expected to emerge as a

result of new technology. the students are to become oriented to the

world of work through nulti-faceted experiences Including field trips,

work simulation gangs, and role playing, and are to obtain experience

in basic job skill operations.

At the junior high school level, the orientational-explorational

aspect of the program involves learning the functional intorrelationships

between the production, management, and the service areas of business and

industry. Students also sample the operations and skills required in

a number of occupations through work-site tours and experience.

Finally, at the senior high level the program orientation is to-

wa5a1 vAplora%1(a aad preuaration for actual job placement beyond. school.

Students move from exploratory experiences in a number of occupational

areas to intensive training in one skin area of their choice. High

school students get on the job experience in work study programs.

4



PROGRAM DESCRIPTION AND OBJECTIVES

T. Specific Objectives For The Teacher

A. To assist students in identifying a variety of jobs in the 15
occupational clusters (elementary school level).

B. To cause an awareness through a description of various occupa-
tions (elementary school level).

C. To teach and demonstrate the relationship between specific
vocational activities and "real" occupations (junior high
school level).

D. To increase knowledge and functional interrelationships betaeen
management, production and service areas of business and indus-
try (junior high school level)

E. To foster positive attitudes toward self, others, and the_
world of work (senior high school level).

II. Specific Outcome Objectives For Students

L. -ilcrs-,' L'lity var'-ty
bons in a broad array of occuoational areas (elementary school
level).

B. Increased knowledge of equipment used in various occupations
and their utility (elementary school level).

C. Increased knowledge of the operations of a functional interrela-
tionship between mangement, production and service areas of
business and industry (junior high school level).

D. Increased ability to describe the relationship between specific
vocational activities and "real" occupations (junior high school
level).

B. Increased positive attitudes to. :ard vocntional education (senior
high school level).

5



rITRODUCTIO.N

The Model Cities Developmental Vocational Education Program is
directed to::ard the occupational needs -na aspirations of those
youths in the Cleveland ilodel Cities area. This vocational education
project embracos four basic components:

1. An informational-orientation prorx= at' the elementary school.

2. An orientational-exploratory component at .the junior school
level.

3. An exploratery-preparational phase at the senior high school level.

4. An e-tensive short term job orosram.

The b;:low illustrates a clearer idcture of the above mentioned

coq:;one,nts:

9,1 'N." 174

Junior High

Elementary

12 1 C4R1 FR PP7PAPATTOY

11 Short Term Job

10 Exploration - Preparation

CAREER

EXPLORATION
8

Orientation - Exploration

CAREER

infortion

Orientation j

Ii
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I1'i STRUCT[0:.TS FOR LflE OF TRIS CUIDE

All units in this uide have been develop_ ed around the fifteen
occupatio:lal clusters a,: have been identifie-7 by the United States Office
of Education's 3ureau of Adult, Vocational and 2echnical Education.

The Developmental Vocational Education Program has lade a con-
centrated effort to assist Model Cities area dihadvantaged and handi-
capped youth who have boon turned of by education. Since it is prob-
able that :,:any of these inner city youth rill .never leave the city of
Cleveland, it bocomos necessary to make these individuals aware of the
any career opportunities available in other areas in general and the
City of Cleveland in particular.

The various materials in the elementary section of this guide are
designed for injection in the various fifth and sixth grade social
studies units presently used in the schools participating in this pro-
gram. O" vi use of all of the occupational clusters is not Possible
in any one social studies unit, nor are all of the social studies unls
ecualTy a7:erable to use o' all of the clusters. Certain clusters c;en

and enhance certain units better than others.

In usin7 this guide, the elemientary social studies teacher will have
to deolth; cluster to 1:se in any ,7iv-n unit en the 11:1s5 .s

well the clueterwiii integrE:te tiaikt vcciic,, and the

aptitudes of his/her students. The use of the guide necessitates the
use of teacher creativity and discretion in its implementation.

The time alloted to cover a reTalar social studies unit varies
from two to six weeks. In schodulinz: the time allot,,d for the "clustr"
naterial, the teacher nay find that a certain clusor can best be pre-
sented in one or two sessions; another cluster may be cz:lh'Inced by in-
jection bit by bit at various sta(;:es in the teacher's 2:eiNiar social
stl:dios schedule.

At th-,1 elementary level, the conceptul approach, followed by a
list of specific bIlhaviccal o) iectives is u!-;e.,.. To air,:ment this,
vocabular:1 lorninj,; ex.riences, desirc.:1 outco-ies, and instruc-
tional and rosource materials are lif7te7:1. eachuni):: is r.
brief' r:eneral di,;cussion naa'c.ej :(.o the c"luf,tcr Under con,,tideratien.

In most cases a Pre test and a 73os4_ test .is at 20,-10 point dnrin,7

tho presenation of each occu-:)ational clusir; ho,Jover, teachers ar
encou'rai;od to be crea:c.ive and .(7i2I on initiative in f?Evelo7 jn7
varied iz)ans of generating interest and ent,-lusias-. for

7



On the secondary level, each unit is preceded by a list of general
objectives, followed by specific behavioral objectives. General dis-
cussions, information and study sheets, and in sone cases pre tests and
poSt tests are Provided for the majority of the unit;: in the secondary
section. In many instances, anslrers are provided for pre tests and post-
tests. On occasions .,:here answers are not riven, it is sup..gested that

teachers refer to ths,i,- basal and supplementary textbooks used in ";.he
classroo71, and, the array O.T. occu-oational resources available in the
school's carper library and (7.111:lance office. At all levals, instructional
and resource materials (film k;, slides, tapes, books, pamphlets, etc.) are
indicated and availab3e in either the school, the D: 'P office, or the
Audio-Visual Services office rrovided by the Cleveland Board of Education.

The teacher, vocational aide, or any other resource person is not
expectd to use all of the learning activities listed or to achieve all of
the objecEives and ;o:1s listed in any one settin7; only those which are
applicable and approlnl.iate should be used for a particular class. however,
the teacher is encourezed to use his/her own objectives if he/she feels
the neaa to do so.

In summary, for each unit in this curricultra guide, an effort has
been nado to sup7.ly the teacher with as much Lnfo=ation as possible,
such as lists o-F .films, tares, airl filnstri?s, contact points for s.s:sakers
and field tri-es etc.. Teache-,-s are also enceurar:ed to call upon the

school cmidance stF.ff, the 11.1)=ian, ana any other eualified school and/or
cor:7:12.nit- x.er,:ou:rnr, 1-11(1.m,rly be more effective in aidin the students in

ehrs, clohool, and the
uerld of

8



OUTYME OF PROnDUREg

A. Elementdy (Informational -- Orientation Component)

1. Involve or inject the 15 occupational clusters into fifth
and 'sixth grade social studies.

2. 'Relate occupational areLs to the subject matter.

3, ao.hasize occuT:ational areas rather than specific jobs.

4. Introduce future occu7ationr,1 areas.

5. Develop approriate cla:sroom activities:

a. role playing
b. simulated T..rlmf

c. tipe organzation problems

6. Secure films, slides and other visu:-.1 aids for reinforce-
ment.

7. Secure spec.ers for informatiennl purpose::.

8. Organize field trir;s:

a. local ccm:2.ni:::: and businecos

.b. Junior nth anti senior hil;n schooL vocatiomi
education facilities.

JU.fl1O Hih (Crient2tional aznioratory Cornonent)

1. Inject the 15 occunati7..na1 cluntQrEi into all jun'or hi7h

high clar:ses.(all c1e.:1e3 and subject r.reas are involve)

2. Relcte the fu-1 ran j.:: of eccu:ation,11 re-.uirE,ments, o-Tor-
tunities and advanLa:;es.

3. Establish a z:todel indvstrial s-v.stem.:

a. management
b. production

1 wroduction line

C. service com7.,onents

1. related concepts to actual orations
2. managin the production

d. business office

1. nlannth the s3routieri
2. marlin; t2 pn'y)ucticp

e. each stuont to hav,,, ti7le evoy t-

mont



4. Arrange field trips to local business and industrial work
sites.

a. Time spent by students talking with employees in
different areas:

1. get a feel of actual duties performed
2. working conditions
3. wage3
4. job re:iuirements

5. advantages of te occupation

5. Encourage student reactions to the field trips.

a. Individual counseling sessions

1. discuss reactions to field trip-
2. discuss and relate roles students play in the

model industri,1 system (Vocational course of
study will be an elective at grades eight and
nine).

b. Self-evaluation

1. analyzing own abilities
2. aptitudes
3. interests in future employment possibilities

b. ?rov:1.de special instruction and experiences in narrower work
areas.

a. Build competence An a number of skill areas

1. woodwork
2. mechanical drawing
3. printing
4. metal shop
5. typing
6. home economics

7. Illstruct and teach by direction.

a. Oun:or hi. h1 students instruct eler=tnry school nurAls

1. toots
2. m2chinery
3. shops
4. operations

8. Establish c. career in center

boolm
b. -:-.am:)hiets

c. 12,rochars
d. films
e. fi2nstrips

10



C. High School (Exploratory-Preparational Coiponent)

1. Establish a Career Information Center

a. information on job o-portunities
b. post graduate training program
c. job r:.quiremente

d. career planning

2. Counsel for career and occupational choices

a. students analyze their interest
b. aptitudes
c.

d. discuss the next step in career development
e. select a small area to work in for one year

1. visit work sites

a, obs-erve operaticns involved in related
oc_apations

b. demonstration by tradesmen

3. Selection of rme major occul-ational skill by student

a. intensive train'ng
b. continue to make work- ite visits
c. observe and tzak to the ad-ianced students in the

. ,

d: enter v.ork-study program (1 day school -- 1 day work)

1. earn money
2. put training to use in real work sjtvtion

4. Plan for post graduation

a. finding a job

1. ermplo:,-ment office

2. work orientation teacher
3. hi ;--h school vocational counselor
4. newsnanors

b. furthering vocational training (Cleveland Board of
Education)

1. ;ax S. Hayes

a. for males
b. knc sr;ecific industrial career he wants

to train for

2. Jr ao Addams nigh School

a. for .folos
b. know sfl ecii2ic industrial career she wnnts

to train for

1.1



3. Martin Luther King High School

a. for males
b. vocational training for int2rcsted and

qualificd students
c. high school diploma
d. academic instruction geared toward related

occupational goals

12



OCCUPATIONAL CLUSTERS

1. Business and Office Occupations

2. Marketing and Distribution Occupations

3. Communications and Media Occupations

4. Construction Occupations

5. Manufacturing Occupations

6. Transportation Occupations

7. Agri-Business and Natural Resources Occupations

$. Marine Science Occupations

Environmental Control Occupations

10. Public Service Occupations

11. Health Occupations

12. Hospitality and Recreation Occupations

13. Personal Services Occupations

14. Consumer and Homemaking-Related Occupations

15. Fine Arts & Humanities

* The above clusters have bcen identified and codified by the United

States Office of 2ducr.tion's aurc:cu of Adult, Voc%tional and Tech-

nical Dducation.
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ELEMENTARY
FIFTH AND SIXTH GRADE SOCIAL STUDIES



An attempt has been made to relate the fifteen occupationtl clusters

devised by the United. States Office of Education,'to the following

fifth anft sixth grade units presently used in the Cleveland Public School

System,

Grade 5

Unit II: How Africans and Europeans Settled the Coast Colonies
Unit III: A New America Grows Up
Unit IV: Lands and People of the Southern and North Central

States
Unit VIII: Ohio

Unit IX: Lana ant. People of the tiestern States

Grade 6

Unit 1114 Hol: The Country Grew - A AIerica Crows Up
Unit IV: Citizen!: In A Ch.7n7inp; America
Unit V: Canaa, Our :7eiho to the :.7orth

Unit VII; ::e:zico, Gateway to Latin Amn::ica
Unit. VIII Lan,3s of he Carribean - Central America and the ':e ,t Indies

Unit IX: South k:crica
Unit X: The Americas In A ChanFinE-r

15



AGRI-BUSINESS & NATURAL RESOURCES--AGRICULTURE

General Discussion

The United States is in the middle of an agricultural revolution,

that is having an effect on the employment outlook in agriculture. The

reason is simply that each farmer today is able to produce far more than

his predecessors.' Management is the key to success in modern farming.

Agriculture still offers challenging and rewarding careers with larger

incomes and better living conditions than before. Although the number

of opportunities in farming is shrinking, the number of jobs in farm

related iudustries is not.

PRE -TEST

I. Name three types of farmers.

2. Extension service workers are engaged in educational work in agri-
culture, home economics, youth activities, and community resources
development. (TRUE OR FALSE)

3. There are more farms in the United States today than ever before.
(TRUE OR FALSE)

4. What is the job of the dairy farmer?

5. What is the job of the poultry farmer?

6. What types of animals are raised on a livestock farm?

7. What are some of the facilities that are available on a private
outdoor recreational farm?

8. What are some of the duties of the corn and wheat farmers?

9. In what area is most of the cot-ton raised?

10. In what area is the most tobacco raised?
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MINING

AGRI-BUSINESS & NATURAL RESOURCES

General Discussion

The mining industry is a major supplier of the basic raw materials

and energy sources required for industrial and consumer use. Few of-the

products exacted from mines reach the consumer in their natural state.

Nearly all require further processing in one or several of the manu-

facturing industries.

POST TEST (anincT)

Answer the following questions True or False.

1. Petroleum is one of the fossil fuels. (Crue)

2. Exploring for oil is the first step in petroleum productionue)

3. The paleontologist study fossil remains in the earth to locate oil-
bearing sands. (True)

4. Mineralogist study animals and how they evolve. (False)

5. Draftsmen assist in surveying and mapping operations. (2rue)

6. Biology is another way of searching for oil.(False)

7. The chief duty of the pumpers is to regulate the flow of oil. (True)

8. Treaters treat all the workers well.(Fal)

9. Natural gas as it flows from the ground is easy to transmit through
pipelines for long distances. (False)

10. Drilling for oil and gas is done in about three fourths of the United
States. (rue)
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B us rmy.3 s AND NATU2.:.:L 111,11-;OURCES

NATURAL GAS OD I-7T.HCLEUM

General D1,51.1ssion

Petroleum refinin7 chmges crude oil into gasoline, kerosene, fuel

oil lubricants, aml. other -rc,ducts for use in homes an6 ind-ontry. The

modern r,.:.inery 56 cor.ln:licted structure made up of tanks and toers

connected 11-r a M2C of nics. Abont one-third of the plant workers in

refineries are ar:r-)loed in processing work.

The ,x:Arelei:72r, and :zas intry erilpl7s a 'JAI-go spectrum cf lxvirkers

from the very hi:nly t,-ained .,.)rofesional to the unskilled. Each of

t2se eLoyees 16 noceb:7-xI to the Totroleu!n, refine the crude oil

trIto korosee, fuel oil, oil lubricants and other products for

norlle and Airliusta

K!--01.crin:: for c.utro:::eu:n irn:cavcs the ..)etroleum geolo7ist to st::Idy

the eart::'s crust and seek a sitc most li17.ely to J.eld oil. Once a

site h: 1):n scThcto, oth, ri lOr nd "7-is h1 r 11sV use.a por-

tble to ake holes in the e:1-th's The holes are then
th(: Aocter!:: F.:1x;?-zxvision, If it is there,

1)..:,rne:1 L ri, Is z b7 th ri bl)ild.L:r and the derrickinhels

s7;:servi::e L17e oil drill ir.
cruA-1 oil is ried to rcfine'ie. The rf.Ifinrio

;51.r1Jc:.=:;.r,lac ef tcnh, to=e dOl li-es. One r:;-inn-::.y the

crae o:;.1 fLo.: of 7;:coductn is .27.r. cc.n;d:1-cuc.;. Mr)u-, c.m third of the

crc: aro



PRE-TEST(Natural Gas and. Petroleum)

1. is the United 5.;:ttes tha l(rduP in petroleum marketed by the gasoline

service statf.on?

2. List Lo or nore job3 in the Tsetroicr.:m field.

D. is a roust%bont?

4. What .is the frcnt of the r.etroleum in:3urltry?

.1'12t (lees a. chei-list in the u.,::troleu-:.). field do?

6. ',111t is a land .

at is the lats' job?

0. 'hat are sore Ctifferont types of ..)otrolfz: proucts2

'..ihat 1;3 tha.

10. a.is a pi.,;.ellnc:r's job?
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s
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s
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O
C
C
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L
U
S
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R
:

N
A
T
U
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E
S
O
U
R
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J
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F
M
I
L
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N
A
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R
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G
A
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A
N
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E
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O
L
E
U
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G
R
A
D
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S
o
c
i
a
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S
t
u
d
i
e
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T
I
T
L
E
:

U
n
i
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V
I
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-
M
e
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G
a
t
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o
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n
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S
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A
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I
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i
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a
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d
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a
n
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v
a
l
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(
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G
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o
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a
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c
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t
i
o
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d
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t
e
r
m
i
n
e
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k
i
n
d
s
 
o
f
 
w
o
r
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t
h
e
r
e
i
n
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(
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T
h
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r
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a
r
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j
o
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o
p
p
o
r
t
u
n
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t
i
e
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f
o
r
 
a
 
w
i
d
e
 
r
a
n
g
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o
f
 
a
b
i
l
i
t
i
e
s
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m
e
n
 
a
n
d
 
w
o
m
e
n
,
 
y
o
u
n
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a
n
d
 
m
a
t
u
r
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i
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a
g
r
i
-
b
u
s
i
n
e
s
s
 
a
n
d
 
n
a
t
u
r
a
l
 
r
e
s
o
u
r
c
e
s
 
w
o
r
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L
E
A
R
N
I
N
G
 
E
X
P
E
R
I
E
N
C
E
S
 
O
R

S
P
E
C
I
F
I
C
 
B
E
H
A
V
I
O
R
A
L
 
O
B
J
E
C
T
I
V
E
S

V
O
C
A
D
D
I
A
R
Y

1

A
C
T
I
V
I
T
I
E
S

D
E
S
I
R
E
D
 
O
U
T
C
O
M
E
S

1
1
1

T
h
e
 
s
t
u
d
e
n
t
 
w
i
l
l

b
4
a
b
l
e
 
t
o
 
i
d
e
n

t
i
f
y
 
a
n
d
 
d
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.
c
r
i
b
e
 
v
a
r
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s
 
j
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t
h
e
 
g
a
s
 
a
n
d
 
p
e
t
r
o
l
e
u
m
 
i
n
d
u
s
t
r
y
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T
h
e
 
s
t
u
d
e
n
t
s
 
w
i
l
l

b
e
 
a
b
l
e
 
t
o

w
r
i
t
e
 
o
r
 
o
r
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l
:
y
 
g
i
v
e
 
g
e
n
e
r
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l
 
d
e
f
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n
i
t
i
o
n
s
 
f
o
r
 
t
e
r
m
s
 
u
s
e
d
 
i
n
 
t
h
e
 
u
n
i
t

-
A
g
r
i
-
b
u
s
i
n
e
s
s

D
o
r
r
i
c
k
m
e
n

D
r
i
l
l
e
r

.
L
a
n
d
 
m
a
n

O
b
s
e
r
v
e
r

P
e
t
r
o
l
e
u
m

.
P
e
t
r
o
l
e
u
m
 
g
e
o
l
o
g
i
s
t

P
i
p
e
 
l
i
n
e
r

P
r
o
s
p
e
c
t
o
r

R
o
u
7
z
h
n
e
c
k

R
o
u
s
t
a
b
o
u
t

S
c
o
u
t

S
h
o
o
t
e
r

S
t
i
l
l
m
a
n

T
o
o
l
 
p
u
s
h
e
r

I
P
r
e
.
 
t
e
s
t

r
e
p
o
r
t
s
 
b
y
 
s
t
u
d
e
n
t
s
 
o
n

v
c
r
l
o
u
s
 
j
o
b
s
 
i
n
 
t
h
e
 
p
e
t
r
o
-
.

l
e
u
m
 
i
n
d
u
s
t
r
y
.

M
a
k
e
 
a
 
c
o
l
l
a
g
e
 
o
r
 
b
u
l
l
e
t
i
n

h
e
a
-
:
d
 
o
f
 
p
e
o
p
l
e
 
w
o
r
k
i
n
g
 
i
n

s
p
e
c
i
f
i
c
 
f
i
e
l
d
s
 
i
n
 
t
h
e

p
e
t
l
f
o
l
e
u
m
 
i
n
d
u
s
t
r
y
.

P
e
s
t
 
t
e
s
t
,
 
(
s
a
m
e
 
a
s
 
p
r
e
.
.
t
e
s

...
.

A
M

../
4.

m
.

*,
,..

A
"

T
h
e
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
h
a
v
e
 
a
 
c
o
s
t
i
v
e

a
t
t
i
t
u
d
e
 
t
o
w
a
r
d
 
t
h
e
 
w
o
r
l
d
 
o
f
 
w
o
r
k

a
n
d
 
p
r
e
p
a
r
a
t
i
o
n
 
f
o
r
 
w
o
r
k
.

T
h
e
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
h
a
v
e
 
a
 
g
e
n
e
r
a
l

k
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
m
e
a
n
i
n
g
 
o
f
 
t
h
e

t
e
r
m
 
a
g
r
i
-
b
u
s
i
n
e
s
s
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A
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S
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R
U
C
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I
O
N
A
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D
 
R
E
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C
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C
L
U
S
T
E
R
:
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U
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T
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P
r
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.
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p
h
 
C

T
u
t
t
l
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I
n
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h
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n
i
t
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S
t
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t
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a
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C
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n
a
d
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B
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s
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D
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C
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H
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C
o
m
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p
a
n
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1
9
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F
I
L
1
.
1
S
 
A
N
D

F
I
L
K
S
T
R
I
P
S

"
E
a
r
t
h
 
R
e
s
o
u
r
c
e
s

i
n
 
i
t
s
 
C
r
u
s
t
"

S
O
U
N
D
 
S
L
I
D
E
S

D
E
V
E
L
O
P
3
D
 
B
Y

D
V
E
P
 
O
F
F
I
C
E

C
h
e
m
i
s
t
s

I
l
e
r
r
i
c
k
m
e
n

D
r
a
f
t
s
m
e
n

D
r
i
l
l
e
r
s

F
i
r
e
m
e
n

O
b
s
e
r
v
e
r

P
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p
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p
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S
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E
a
s
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O
h
i
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C
o
n
t
a
c
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E
a
s
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O
h
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G
a
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G
a
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C
o
m
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C
o
m
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c
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r
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S
o
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S
p
e
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P
u
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l
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R
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D
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p
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P
e
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5
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2
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L
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-
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P
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HORTICULTURE

AGRI-BUSINESS AND NATURAL RESOURCES

General '':T.1,-Ton

Horticulture is the science of cultivating plants. Horticulture is

one of the principle branches of agriculture. This vast field deals with

the cultivation and utilization of fruits, flowers and ornamental plants.

Today horticulture offers young people as many interesting and exciting

careers as the space industry. Horticulture is a science, an art, a

business and a profession.

Tn -rwOnm

1. What are some of the tools used in horticulture?

2. What does the word horticulture mean?

3. What plants or vegetables have you grown at home?

4. What is a greenhouse?

5. What grows inside a greenhouse?

6. Name four kinds of plants studied in horticulture.

7. Is horticulture a part of agriculture?

8. Is horticulture a science?

9. A greenhouse is always green. (TRUE OR FALSE)

10. Describe a home garden you have had, if any.
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BUSINESS AND OFFICE OCCUPACION

General E:.!=:(2 _Lon

In every industry you can imagine, there are certain people that the

company cannot do without. This is the group of people who perform the

business and clerical tasks. The group is made up of millions and millions

of people who keep businesses running smoothly by keeping correct, up-to-

date records. The skills of these persons are often important factors in

a.business' success or failure. Some titles included in this category are

accountants, cashiers, typists, secretaries and personnel workers.

PRE-MST

I. Multiple Choice

1. This person gives and receives information to people who call.
(a) accountant (b) cashier (c) receptionist

2. This worker keeps track of goods being transferred from one place
to another.
(a) shipping & receiving clerk (b) wholesaler (c) distributor

3. This person keeps records.
(a) clerk (b) ao7,ountant. (c) secretary

4. Company products are displayed through them.
(a) advertising workers (b) personnel workers (c) distributor

5. You may be hired by this person.
(a) public relations (b) personnel worker (c) marketing worker

II. True or False

1. A secretary does not answer phones.

2. An office machine operator works on one machine only.

29



3. Marketing research workers are fact-finders.

4. Personnel workers interview people for jobs.

5. Advertising workers try to persuade the public to buy a
product.

KEY

II
1. c 1. F

2, a 2. F

3. b 3. T

4. a 4. T

5. b 5. T
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BANKING.

General Discussion

Banks have been described as "department stores of finance" because

of the variety of financial services that they offer. Their services range

from convenient indiv4.dual checking accounts to letters of credit that may

be used to finance world trade.

PRE-TEST

Match the lettered definition to the matching terms.

1. Proof Machine Operator

2. Tellers

3. Sorter

4. Bookkeeping Machine Operator

J. Transit Clerk

6. Bookkeeping clerk

7. Trust Investment Clerk

S. Reconcilement clerk

9. Exchange Clerk

10. Interest Clerk

A. Routine typing, calculating, and posting related to bank trans-
actionF;

B. Separate bank documents, checks deposit slips, and other bank

items

C. Cashes customer's chccks end iv:rndles deposits and withdrawals
from checking and saving accounts
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BANKING

PRE-TEST

D. Sort bank items such as checks and drafts of other banks, list
and total the amounts involved, and prepare the documents so
that they can be mailed for collection

E. Use equipment, sort items, and adds, and records the amounts
of money involved

F. Process statement from other banks to expediate the auditing of
accounts

G. Post the daily investment transactions of bank customers

N. Maintain records relating to interest-bearing items which are
due payed

I. Serve foriegn deposit accounts and determine charges for cashing
or handling checks drawn against such accounts

J. Type legal papers affecting titles to real estate upon which money
has been loaned, and maintain records relating to taxes and in-
surance on such properties

K. Processes mail which comes in daily to a city bank and determxnes
which items must be held at the main office and which should be
routed to branch banks or out-of-town banks for collection

L. Uses conventional bookkeeping machines or electronic posting
machine especially designed for bank work
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COMMUNICATION - TELEVISION

GenerauFlsion

Television is one phase of communication. In fact, it is one.of the

most wide spread phases of communication. It is very educational and

it teaches much about world wide affairs. Televised are all sorts of

programs which arc all helpful to one person or another. There are

various positions available in television and they are good positions.

Many employees work behind the scene and are seldom seen by the public,

some are never seen. But we know that if riot for those People we wouldn't

have a gc,od .7)"03.r2M. Their work affects our doily livs.

PRE-TEST

DIRECTIONSAnswe each question in a complete sentence.

1. Name ten different types of jobs in television.
2. Why does scenery have to he built for television?
3. What is the naae of the device the control room staff uses to observe

floor activities.
4. What is the cost of a color television tube?
5. What is the co,,;c. of a black and white television tube?
6. What is a control room?
7. What is the job of the Floor Manager?
8. The cards that the camermen use to tell the actors what to do are called?
9. What are the uses of television in which we studied about.

10. Write a short paragraph on what you learned about: television.
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STUDY SHEET FOR COMMUNICATIONS

1. The first English daily newspaper did not appear until 1702.

2. In 1690 Benjamin Harris published PUBLIC OCCURENCES BOTH FORIECN
AND DOMESTICK.

3. Not until 1704 when John Campbell published the Boston News-Letter was
a colonial newspaper published regularly.

4. Freedom of the press in the United States is one of the rights guaranteed
by the first Amendment to the Constitution.

5. A new,,,Taper is a publication usually issued daily or weekly to report
current events through news stories, photographs, and illustrations.

6. Some of the different types of news found in most daily papers are:
a. general interests and sports
b. business and social
c. news of death of prominent people
d. editorial and entertainment
e. advice columns
£. weather reports

7. Some qualifications for obtaining an editorial position are:
a. Preferably a college graduate, with a study of:English,

History, and Sociology, Political Science, Economics,
and Psychology

b. A writing ability
c. A knowledge of grammar and spelling

8. The sn1:gv of the editor depends on the type and size of the oubliontion.
Editors of a large publication may receive from $600 to $1,000 a month.
Mile editors of small publications may receive from $400 to $800 a month.

9. The 14anaging editor is the head of the news staff. lie is responsible
for the work of writers and editors under his supervision, as well as
coordinating this work with that of the artists, typesetters, and
advertisim; men. He works with all these people to decide what will
go in the paper.

10. The Cits, Editor is a man in charge of the news happening in the town.

4.0



11. The Copy Editor is a man that checks for mistakes in grammar or spelling.
They also read advertising and everything else that is printed in the
paper.

12. The Make -un Editor arranges things exactly, as they will go on the pages'
of the paper.

13. The exact arrangement of all the copy as it will appear in the paper is
called a lay-out.

14. The reporter (newsman) job is to gather information of current events
and write stories on many subjects for publication in daily or weekly
newspapers.

15. In gathering information, the reporter may interview people, review
public records, attend news happenings, and do research.

16. Some requirements for becoming a reporter includes a college education,
preferably degrees in journalism or liberal arts. Some feature writing
col:cc'3.s abli-y in a.-Co.re1.0

10.



6. The Newspaper pressman in charge salary usually starts at $4.19 per hour.
The Journeyman newspaper pressman salary is usually $3.86 per hour.

7. Some of the benefits of the newspaper occupations include a Union,
pension plan, part payment of hospitalization, protected long service
with job security, granted sick leave, and two weeks vacation for
employees with one year or more seniority. Three weeks for three
years or more seniority.
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CONNUNICATION - NEWSPAPER

PRE-TEST

1. What is a newspaper?

2. Name some of the different jobs of a newspaper?

3. Why do we have newspapers?

4. Is a newspaper a form of transportation, public service or communi-
cation?

5, Have you ever been to a newspaper company?

6. What are the different types of news found in the daily newspaper?

7. When did the first newspaper appear?-

8. What is the job of the editor?

9. What are the benefits vi aewbc,ipus: o.:cupaLio7.1

10. Name three newspapers in our city.
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c
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p
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n
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h
l
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n
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n
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c
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p
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p
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p
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.
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C
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P
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P
r
i
n
t
i
n
g
 
P
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i
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i
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COMMUNICATIONS -RADIO

General

Radio broadcasting is one means of sharing information in the United

States. We have the largest system of mass communication in the world;

The United States has more than half the world's radio and television.

sets.

Disc Jockey - To succeed as a disc jockey one must have a pleasant and

well-controlled voice, a good sense of timing and excellent pronunciation.

He is responsible to the program director, is responsible for presenting

a good station image while on the air and outside engagements.

Radio Announcer - An announcer .xust have a pleasant and welL-controlied

voice, a good sense of timing and execAlent pronunciation. He must also be

a convincing salesman when presenting commercials.

Music Director - Responsible for music co-ordination for overall

policy in connection with record distributors and promotion.

Broadcast Technician - Broadcast technician sets up and mlintains the

electronic equipment used to record radio prozrams.



COMMUNICATIONS - RADIO

PRE-TEST

1. What is a Radio tinouncer?

2. What do you think would make a person a good Disc Jockey?

3. What are the most important duties of a Disc Jockey?

4. What would be. the duties of the Music Director?

5. What is a Broadeastinc; Technician?

6. Who pays for the radio programs you hear?

/. List of the other uses of radio besides in your home.

8.. Why do you think Advertiser: ohoose to place their products on progfams
that are popular?

9. What is a Cmmerciai?,

10. Would you rather listen to radio or look at television? Why?
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p
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i
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c
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c
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R
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c
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p
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b
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l
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P
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n
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CONSTRUCTION

General Description

The activities of the construction industry touch nearly every aspect

of our daily lives. The houses and apartments we live in, the factories,

offices and schools in which we work, and the roads we travel upon are

examples of some of the products of this important industry. The business

encompasses not: only new construction projects but also includes additions,

alterations, and repairs to existing structures.

The contrfant construction industry is divided into three major-segments-

About half of the work force is employed by electrical, air conditioning,

plumbing, and other special trade contractors. Almost one-tnird work in

the general building sector where most residential, commercial, and indus-

trial construction occurs. The remaining one-fifth are engaged in building

dams, bridges, roads, and similar heavy construction projects.



CONSTRUCTION

PRE-TEST

True or False

1. A man who fixes sinks and faucets is an ironworker.

2. A.painter's main tools are a hammer and-nails.

3. A sheet metal worker used wood.

4. Plumbers fix all broken windows.

Match the definitions to the correct word.

5, A man who paints your. house

6, A person who puts a top on a building

7. A person who makes things of wood

8. A person who lays bricks

A. Bricklayer
B. Roofer
C. Painter
D. Carpenter

Fill in these spaces with the correct word.

9, Father called a to fix the sink.

10. A came and made some.new steps for the porch.
ccp

KEY

True or False Matching Fill-in
1. F 5. C 9. Plumber
2. F 6. B 10. Carpenter
3. F 7.

4. F 8. A
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CONSUMER AND HOMEMAKING

GENERAL DISCUSSI011

Consumer and homemaking occupations deal directly with the well being

of the home. These occupations may go on inside the home as well as outside.

In today's market for jobs, the service industries represent ansimportant

source of employment to new, as well as experienced workers. These indus-

tries offer opportunities to those with varying degrees of education and

training, and various levels of skills. Hotels and motels provide travelers

with a home-away-from-home. More than 750,000 oeople worked in these hotels,

motels, and other related businesses in 1968.

PRE-TEST

1. What is a Consumer?

2. What is a Homemaker?

3. What are vitamins?

4 How often should you take vitamins?

5. Do cooks only prepare foods?

6. Why do some people make their clothes?

7. Will you need a good credit record for purchasing goods and products?

8. Is there such a thing as "Safety in the Home "?

9. What is meant by adolescence?

10. What is meant by nutrition?
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ENVIRONMENTAL CONTROL

General Discussion

The environmental sciences are concerned with the history, composition,

and characteristics of the earth's land, water, interior, atmosphere and

space. Many scientists in this field explore for new sources of mineral

fuels and ores, while some perform basic research to increase scientific

knowledge. Still othztrs use the science we know of to solve practical

problems, such as the meteorologist, who, uses his scientific know-how to

forecast the weather. Some of these scientists teach in colleges and

universities. They also may administer scientific programs and operations.
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ENVIRONcIENTAL CONTROL

PRE-TEST

Match letter to number

A. Climatologist D. Geologist

B. Meteorologist E. Petroleum Geologist

C. Oceanographer F. Geodesist

1. Studies the structure, composition and history of the earth's crust.

2. Studies involve the ocean.

3. Weather satellite is of value to him.

4, Specializes in the discovery and recovery of oil and natural gas.

5. Measures the size and shape of the earth.

6. Analyzes past records on wind rainfall, sunshine, temperature and other
weather data. 11141111

Answer the following True or False

7. Weather forecasts are always correct.

8. Geologists never work inside,

9. The ocean covers more than two-thirds of the earth's surface.

10. Oceanographers have to be fishermen.
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FINE ARTS AND HUMANITIES

PRE-TEST

Matching

1. I'll make a character come to life for you on television or in motion
pictures.

2. I'll entertain you with my voice.

3. I'll teach you how to entertain with your voice.

4. I create the artwork you see on billboard poster, commercials, and
magazine advertisements.

5. I'll use my artistic talent to improve the appearance and functional
design of machine-made products.

6. I'll use my artistic talent to make your home more attractive.

7. l'ii play my instrument and entertain you.

S. I'll entertain you in the ballet, musicals. and sometimes you use my
talents,

9.. I'll take charge of the set and tell the actor and actress 'what to do.

10. I'll make the role of a girl come to life for you on T.V. and motion
pictures,

A, Actor F. Industrial Designer

B. Actress C. Commercial Artist

C. Singer H. Musician

D. Singing Teacher I. Dancer.

E. Interior. Decorator J. Director
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p
e
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o
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'
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s
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s
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p
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p
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p
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f
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c
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i
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c
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r
e
e
r
 
a
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e
l
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a
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t
h
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c
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r
e
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h
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r
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p
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c
i
a
l
 
t
r
a
i
n
i
n
g
.

S
P
E
C
I
F
I
C
 
B
E
H
A
V
I
O
R
A
L
 
O
B
J
E
C
T
I
V
E
S

T
h
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b
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c
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b
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o
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h
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u
n
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n
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r
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u
m
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i
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b
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p
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p
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p
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r
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n
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n
e

a
r
t
s
 
a
n
d
 
h
u
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i
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i
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i
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N
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E
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E
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c
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r
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c
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c
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c
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i
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i
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c
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c
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c
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c
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c
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p
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i
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r
l
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l
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i
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n
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p
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l
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p
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c
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c
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b
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c
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b
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i
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b
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i
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c
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p
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N
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T
E
R
I
A
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S
:



HEALTH OCCUPATIONS

General Discussion

Health services rank third behind Agriculture and Construction in the

employment field. Four major reasons for rapid and continuing growth of

the health field include enormous scientific advances, growth in.health

consciousness on the part of the Ameridan public, the nation's prosperity

and increased earning power, and the increase in population at the rate

of two million persons per year. To put scientific and medical gains

into wider applications and to assure that all citizens receive ample

health care, more young women and men are needed in this field. Medicine's

,:ppz.al is Lhat it is dedlcatcz1 tc safc-starting 11-.1man life.
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HEALTH OCCUPATIONS

PRE-TEST

1. List four major jobs pertaining to hospitals and clinics.

2. Circle the hospital that you are most familiar with Mt. Sinai,
Cleveland Clinic, University Hospitals, Forest City

3. Doctor's duties consist of what?

A. leader of health team
B. guardian of nation's health
C. prevention and cure of diseases of mankind
D. a person with a high intellect and alert mind
E. research and understanding of the anatomy and functions of the

human beings

4. Does a doctor have to go to school for a great period'of time?

What is the ditference between a Licensed Practical Nurse and a
Registered Nurse?

6. What are the duties of aides and orderlies?

7. What are the duties of the dietitian?

8. What is an X-ray machine?

9. Do most hospitals have an emergency entrance?

10. Does the emergency department stay open 24 hrs. a day?

6,6
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b
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c
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p
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p
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a
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c
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c
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b
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p
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b
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i
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c
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i
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HOSPITALITY AND RECREATION

General Discussion

Hospitality and recreation workers contribute to the leisure and

comfort of the public. Hospitality occupations usually involve res...

taurants and hotels, These establishments attempt to replace those com-

forts one usually enjoys at home. Therefore, the employees must make

extra efforts to please. Recreation, of course, is important to most

people, whether it is a night at the bowling alley or a week of skiing

at a fancy resort. Many millions are employed in these two areas, and

the nonfl fnr gonel workers is 1.noreasing.

PRE-TEST

Fill in the blanks with the proper job title.

1. At the Brown Derby Restaurant, the served our dinner promptly.

2. The carried our luggage to the rooms.

3, The at Joe's Tavern mixed all types of drinks.

4. The supervises the children's playrooms.

5. We talked to the to reserve a hotel room.

6. Whz.n the film broke, the fixed it.

7. The was very pleased as he greete,1 us at the door of
the hotel.

8. The kept the bowling pins set up.

9. Without the we couldn't swim safely in the pool.

10. The helped him learn all the new dances.

69



HOSPITALITY AND RECREATION

PRE-TEST KEY

1, waitress

2. bellboy

3. bartender

4. recreation leader

5. reservation clerk

6. motion picture projectionist

7. doorman

8. bowling pin setter

9. lifegurad

10. dance instructor
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MANUFACTURING

AIRCRAFT, MISSILE AND SPACECRAFT

General Discu....iica

Aerospace industry, the manufacture of aircraft, mibsile, and spacecraft

is an-ng the largest and most rapidly changing industry in the country.

Eecause this industry's products are complex and changing, scientist,

engineers and technicians represent a larf;er proportion of total enploy-

ment, the workers will account for a higher proportion of the industry's

work force through the 1970's.

PRE-TEST True or False

1. AircraEL is one of the 1.rg&st and zost rapidly changing industries in
the country.

2. There are two million people employed in the industry:

3. Some private planes cost about the same as a car.

4. MiSsiles have more complex guidance and control systems than aircraft.

5. Special tools are not needed to fix these vehicles.

6. Aerospace jobs are very important jobs.

7, 'Aerospace factories branch-off the large factories.

8. Technical Occupations are the most important jobs.
.

9.. Professional Occupations are the second important jobs.

10. There is only one kind of engineer employed in the aerospace work.
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MANUFACTURING

ALUMINUM INDUSTRY

General Discussion

In the past ten years the aluminum industry has gone from a limited

speciality metal to a wide-spread commodity, second only to iron and steel.

Aluminum is used in cars, homes, food packaging, and a thousand other things.

Because this is a relatively new industry, the potential job situation is

boundless.

Some of the jobs are: ca.sti g operators who have charge of the pouring

station in which molten metal is cast into molds,,scalper operators who run

the scalper machine which cuts the metal into four inch layers, soaking pit

operators who manage the furnace and sets controls to adjust temperature

and heating, rolling milt operators who run a machine that flattens the

strips of metal into the desired thickness, coiler operator who runs a

machine which takes the strips of metal and puts them on a coil or roll.



ALUMINUM INDUSTRY

PRE-TEST

PART I

Match the definitions to the correct jobs.

A. Casting Machine operator D. Rolling mill operator

B. Scalper operator E. Coiler operator

C. Soaking pit operator

1. He manages the furnace and sets the temperature and heating
controls.

2. He runs the machine that flattens the strips of metal.

3, HP rolls the flattened metal on coils.

4. He runs a machine that cuts the metal into four inch layers.

5. He pours the molten metal into molds.

:PART II

True or False

1. The aluminum industry is a closed field for job opportunities.

2. Aluminum is the second largest metal industry behind iron and
steel.

3. Aluminum was always such a widespread commodity.

4. Aluminum is used in housing, cars, food packaging, etc.

5. A campaign has begun to recycle aluminum products. (BONDS)

KEY

PART I PART II
1. C 1. F

2. D 2. T
3. E 3. F

4. B 4. T
5. A 5. T

77
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MANUFACTURING

APPAREL INDUSTRY

.6'

General Discussion

The apparel industry deals with the making of garments. The garment

styles are created by designers. Afterwards a master pattern has to be

made by the pattern makers. The patterns are marked and cut, then put

together and sewed. Some garments have to be fitted or-altered. After

the garments are completed they are then pressed by the pressers, and

ready for sale.

Designers - create original designs for new types of apparel.

Pattern makers - construct a full-size master pattern.

Markers - trace the pattern pieces on large sheets of paper,

Cutters - cut out various garment pieces from layers of cloth.

Sewing machine.onerators - Specialize in a single operation such as
sewing shoulder seams.

Hand sewers - use needle and thread to perform various operations
ranging from simple sewing to stitching.

Inspectors and checkers - examine garments for proper workmanship.

Tailors and Dressmakers - make personalized clothes, fitted to one
individual.

Alte-%4;or - alter clothes for a perfect fit.

Pressers - persons who press a finished garment.
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APPAREL INDUSTRY

PRE-TEST

Match the definitions with the word that it defines.

1. Designers

2. Pattern makers

3. Markers

4. Cutters

5. Sewing machine operators

6. Hand sewers

7. Inspectors and checkers

8. Tailors and dressmakers

9. A1terators

10. Pressers

Definitions

a. creates original designs for new clothes.

b. trace the pattern pieces on large sheets of paper,

c. constructs a full-size master pattern.

d. use needle and thread to do simple sewing or stitching.

e. cuts out various garment pieces from layers of cloth,

f. examine garments for proper workmanship.

g. specialize in one area like sewing shoulder seams.

h. person who presses garments.

i. make personalized clothes and fit them perfectly to one individual.

alter clothes to fit perfectly.
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MANUFACTURING

INDUSTRY - PAPER AND ALLIED PRODUCTS

General Discussion

The paper and allied products industry yearly employs thousands of

people to produce many paper products such as newsprint, business forms,

facial tissues, building board, paper bags, writing paper, and paper-board

containers and boxes. The industry employs workers in occupations ranging

from unskilled to highly specialized technical and professional jobs, many

found only in the paper industry. Many women work in this field working

as machine operators and inspectors in the plants, and some in office jobs.

Workers in the field are employed in a wide variety of occupations,

requiring a broad range of training and skills. Many operate special

machines while others install and repair them. Truck and tractor drivers,

guards, watchmen, janitors, bookkeepers, clerical personnel, sales and

administrative personnel, are employed in the paper industry.



PART I - Matching

INDUSTRY - PAPER AND ALLIED PRODUCTS

PRE-TEST

1. This machine cleans the bark from tree logs.

2. These workers maintain, install, and repair the machines used to
make paper.

3. This man cooks wood chips.

4. The quality of the paper depends largely on him.

5. The machine he operates gives paper a glossy look.

A. Millwright
B. Paper Machine Operator
C. Barker
D. Superealendar Operator
E. Digester Operator

PART II - True or False

1. Women do not work in paper plants.

2. Pulp is a baby dog.

3. Paper workers are all unskilled.

4. The paper industry is hi.ghly mechanized.

5. Paper mills are found only in California.

KEY

PART I-Matching PART II-True or False

1. C 1. F

2. A 2. F

3. E 3. F

4. B 4. T

5. D 5. F
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r
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d
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c
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p
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c
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p
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p
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e
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p
r
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c
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e
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p
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b
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c
e
r
t
a
i
n
 
j
o
b
s
.

T
h
e
 
s
t
u
d
e
n
t
 
w
i
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l
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P
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a
p
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B
r
o
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C
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c
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h
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S
R
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p
e
y
e
 
C
a
r
e
e
r

C
o
m
i
c
s

S
u
c
c
e
s
s
f
u
l
 
a
t
t
a
i
n
m
e
n
t
 
o
f
 
o
b
j
e
c
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b
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a
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i
t
y
 
o
f
 
a
l
l
 
s
t
u
d
e
n
t
s
 
t
o

o
r
a
l
l
y
 
s
t
a
t
e
 
t
h
e
 
n
a
m
e
s
 
a
n
d
 
f
u
n
c
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p
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p
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h
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o
m
e
,
 
a
n
d

(
b
)
 
t
h
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b
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i
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l
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c
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b
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c
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p
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i
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p
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c
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b
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i
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c
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p
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U
C
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O
M
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A
N
D
 
R
E
S
O
U
R
C
E
 
M
A
T
E
R
I
A
L
S
:



MANUFACTURING

INDUSTRY-IRON AND STEEL

GENERAL DESCRIPTION:

The nation's high and rising standard of living depends on its ability

to produce great quantities of steel. Also its military strength depends

upon this industry. It is one of the nation's largest employers. Employee's

work in a wide range of jobs requiring a variety of skills-from unskilled to

technical and professional jobs.

PRE-TEST

MATCHING

1. Forms dies by using Jlechine tools

9. pn4 recivinn. of P comrnry. .

3. Operate welding equipment to join metal parts in repairing and rebuild-
ing plant machinery.

4. Has responsibility rif checking orders received and orders shipped out of
a company.

5. Supervises the operation of electrical and elctronic equipment and facili-
ties that provide the power needed. in modern steel mill operations.

6. They make and repair metal parts for machines and equipment.

7. Assist chemists and engineers in research and development work and in
quality control.

8. Hands out assignments also, responsible for distributing materials.

9. Works in a laboratory, using chemicals.

10. Operates within an assigned area, and coordinates schedules.

88



IRON ArD STEEL INDUSTRY

Key
A. Chemist (9)

B. Maintenance Mechanld" (6)

C. Die Makers (1)

D. Engineer (Electrical) (5)

E. Maintenance Welder (3)

F. Distribution Clerk (8)

G. Shipping Clerk (2)

H. Order Checkers (4)

I. Laboratory Technician (7)

J. Dispatcher (10)

69
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u
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i
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c
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i
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p
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c
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p
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b
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b
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e
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i
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h
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b
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b
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.
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b
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c
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R
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P
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b
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.
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c
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p
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i
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b
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r
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b
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p
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p
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p
l
a
y
i
n
g

P
o
s
t
 
t
e
s
t
 
(
s
a
m
e
 
a
s
 
p
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T
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P
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p
h
 
C
.

a
n
d
 
T
o
o
t
l
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i
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n
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.
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n
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e
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i
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i
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b
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i
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C
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c
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c
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c
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c
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n
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b
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l
i
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p
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b
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c
t
i
v
e
s

o
n
e
 
a
n
d
 
t
w
o
 
w
i
l
l
 
l
e
 
b
a
s
e
d

t
o
 
o
r
a
l
l
y
 
c
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c
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MANUFACTURING-INDUSTRIAL CHEMICAL

GENERAL Discussion

The Industrial Chemical Industry is made up of plants which manu-

facture industrial inorganic and organic chemicals, plastic materials and

synthetic resins, synthetic rubber and other man-made fibers, except glass.

These chemicals are used mainly by other companies in the chemical industry,

and by other manufacturing industries as raw materials or as processing agents

to make their own products.

Industrial chemicals unlike other chemical products, such as drugs,

soaps, detergents, cosmetics, perfumes, paints, and fertilizers, are not

sold directly to the consumer without further processing.

Inorganic chemicals come from nonliving matter, such as salt, sulfur,

mineral ores, and limestone. They are basic materials for making, or help-

ing to make other chemicals as well as finished products, such as steel, glass,

paper, and gasoline.

PRE-TEST

MATCHING

1. Make and repair parts for machines and equipment.

2. Maintain and repair wiring, motors, switches, and other electrical
equipment.

3. Install and repair electrical and electronic instrucments and control
devices.

4. They lay, install, and repair pipes and pipefittings.

5. Work in rese%roh develop: Iont labo-fatories.
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Key
A. Instrument Repairmen (3)

B. Pipefitters (4)

C. Maintenance Machinists (1)

D. Chemist (5)

E. Electrician (2)

6. Name two types of engineers.

7. List several duties of a chemist.

8. A 's job is to control the various pieces of
equipment which convert raw materials into chemical products by set-
ting dials or devices that measure the exact amount of material to
be processed and control temperature, pressure, and flow of materials.

9. work in research and development labora-
tories.

10. Describe the duties of the pipefitters.
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INDUSTRIAL CHEMICAL INDUSTRY

STUDY SHEET

Maintenance Machinists - Make and repair parts for machines and equipment.

Electricians - Maintain and repair wiring motors, switches, and other
electrical equipment.

Instrument repairmen - Install and repair electrical and electronic intru-
ments and control devices.

Plant Worker - One who operates or maintains equipment: and performs a
variety of ocher task in industrial chemical plants.

a. Truck and Tractor Din!rs

b. Inventory

C. Guards

D. Unlo.i.;s uncl lc:adz;

E. Watchmen

F. Janitors

Chemical Operators & Helpers - They control the various pieces of equipment
which convert raw materials into chemical
products by setting dials or devices that
measure the exact amount of material to he
processed and control temperature, pressure,
and floe of materials.

Pipefitters - They lay, install, and repair pipes and pipefitting.

Chemical _Engineers - Apply their knowledge of both chemistry and engineering
to the design, construction, operation, and improvement
of chemical equipment and plants.

Electrical Engineers - Design and develop electNical and electronic
machinery and equipment such as control devices and
instruments, as well as facilities for generating
and distributing electric powers.

Lab Technician - Assist chemists and err7ineers in research .and developlent
work, and in Quality control.

Chemist - ors in research and develo.oent labor.aLcries.
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MARINE SCIENCE

General DIpDvrif3im...

The ocean which covers more than two-thirds of the earth's surface,

provides valuable foods and minerals, influence the weather; serves as

a "highway" for transportation, and offers many varieties of recreation.

Oceanographers study the ocean- -its characteristics, movements,

physical properties, and plant and animal life. Oceanographers plan ex-

tensive tests and observational programs, and conduct surveys and exper-

iments to obtain information about the ocean.

Most oceanographers are specialists in one of the branches of the

Tr7f:Esi7,e,

1. Biological Oceanographers (Marine biologists) study the ocean's
plant and animal life and the environmental conditions affecting
them.

2. Physical OceancTraohers (Physicist and geophysicist) study the
physical properties of the. ocean, such'as its density, temperature,
and ability to transmit light and sound the movements of the sea;
and the relationship between the sea and the atmosphere.

3. Geological Oceanoaraphers (Marine geologist) study the topographi-
cal (descriptive) features, rocks, and sediments of the ocean floor.

4. Chemical Oceanographers investigate the chemical composition of
ocean water and sediments, and chemical reactions that occur in
the sea.

5. Marine Meteorologists study the interaction of the atmosphere and
the ocean, and the processes by which weather over the ocean is
generated.

61.. Oceanographic 1;ngineers and 6B. Electronic S.pecialists design and
build the systems, devices, and instruments used in oceanographic
research and operations.
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MARINE SCIENCE

PRE -TEST

Matching

These people are specialists in one of the branches of the Oceano-
graphy professions.

Match the job title with the duties of each scientist:

1. Biological Oceanographer
2. Physical Oceanographer
3. Geological Oceanographer
4. Chemical Oceanographer
5. Marine Meteorologist

A. Study the topographic (descriptive) features, rocks, and sedi-
ments of the ocean floor.

D. cl".? the intat47.71 rf nrcl nml

processes by which weather over the ocean is generated.

C. Study the physical properties of the ocean, such as its density,
temperature, and ability to transmit light and sound; the move-
ments of the sea and the relationship between the sea and the
atmosphere.

D. Study the ocean's plant and animal life and the environmental
conditions affecting them.

E. Investigate the chemical composition of ocean water and s,,tdiments,
and chemical reactions that occur in the sea.

Underline the correct answer.

6. Biological Oceanographers are sometimes called
(A. Botanists B. Nutritionist, C. Marine
Biologists)

7. Physical Oceanographers are sometimes called
(A. Pathologists, B. Physicist and Geophysicist.

C. Biochemists)

Q.9



True or False

8. Geological Oceanographers are sometimes called
(A. Marine Geologists, B. Geneticists,
C. Zoologists)

9. The ocean covers two-thirds of the earth's surface.

10. The ocean does not provide any valuable foods
and minerals.
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. MARKETING AND DISTRIBUTION

GENERAL DISCUSSION

Marketing and distribution is one of our newer occupations. Previously,

manufacturers developed products, which they hoped the public would buy, but

had little or no evidence to support their hopes that they would sell. The

need arose for reliable information regarding public attitudes toward their

products, and to calculate future purchases. The market research man is

basically a fact finder who gathers, analyzes and interprets information and

prepares a report forecasting how much a product will sell. He may also help

to choose an attractive brand name, suggest an appropriate price, and decide

on the type of arlvertisiP!" that ?hould stinwlate cases hest.

Research is supposed to answer such questions as: Is there a market for

this product? If so, What are its limits? Who uses this prodUct? . Where,

when, why, and how is it used? Where, when, why, and how do users choose

among competing brands? Is the product made right? How can it be improved?

Is it packaged right? Is it priced right? Is it distributed properly and

sufficiently? When where, how should it be sold? When, where, and how should

it be advertised? What selling appeals will be most effective? How effective

is the advertising?

0 To gather, interpret, and report marketing and distribution of this infor-

mation, the Research Department includes the following:

The planning groups, consisting of research account managers who serve as

the middlemen for the client and the agency. They design research projects

102



and create research questionnaires in cooperation with the specialists of

the operations group and under the guidance of the research director, The

operations group is composed of specialists in all the various types of

research.

The service group includes field interviewers, tabulators, statistical

analysts, and research presentation writers. This zroup conducts interviews,

in the field or by mail, and assembles, tabulates and reports it.s findings

through the research director and account manager to the client.

TRUE OR FALSE

KEY
1. T

2. F

3. F

4. T

5. T

PRE-TEST

1. Distribution deals with selling, retailing, and wholesale
merchandising.

2. Marketing usually happens on Friday at the grocery store.

3. The m.,,rkr,f- researchers never makes derisiong Abont A

producL.

4. Surveys conducted by the marketing researchers can tell
how much a product will sen for.

5. bistribution workers decide if more or less merchandise
should be placed in a store.
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PERSONAL SERVICES

General 7..rcurzsin71

The long term growth in the American economy has created a growing

demand for services of all kinds. Thus, in addition to the multitude

of goods produced and distributed, a growing share of our national wealth

and manpower is being devoted to needed services, resulting from greater

emphasis on better medical care, quality education, personal services,

and recreational activities. In many ways, the rapid growth in the impor-

tance of the service industries reflects the country's aspiration for a

better and fuller life for all of its citizens.

PRE-TEST

Name these people:

I. I take care of hair.

2. I make sure your clothes are pressed, laid out, and ready for wear.

3. I' may drive your limousine for you.

4. I take care of the household cleaning.

5. I keep the children.

6.,. I prepare the meals.

7. I clean and wash your household laundry.

8. I take charge of your children.

9. I take your orders when you eat in a restaurant.

10. I take care of your land and garden.
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PERSONAL SERVICES

PRE-TEST KEY

1. Barber, Beautician 6. Cook

2. Maid, Valet 7. Laundress

3. Chauffeur 8. Coverness

4. Housekeeper 9. Waitress

5. Babysitter 10. Landscaper
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PUBLIC SERVICES - UTILITIES (LiL;hts and Telenhene)

Nearly every American home is dependent on the telephone and electricity.

Virtually no business or community could function without the use of these

two utilities. Without the telephone, communcrAing with friends and business

associates would be more difficult and pro7nbu_- take lon-,er. Without electri-

city, most of us could not use the appliances in our homes and many factories

would have to shut doun.

Kan7. people are involved in making the electricity available for our

homes. Liner.-.en construct and maintain the po :erlines that carr7 electricity

from the zenorators to our homes. The load dis:-atcher is the key onerating

worker of the tansmission and distribution departments. The miternen install

test, maintain and repair meters on customers' premises.

Duly peo-ole are necessary to mk,e the convenience of the telcohoric a

reality. The lineman places the ,Ares and cables lecdin:; from the central

office to customers' rre:Aisos. He also renairs and maintains these wires.

After the 'lines are i)laced; the caoie splicer com-letes the connection oy

matchin,7 colors within the cable. The installer and repaiman make the

uhonc in your hart:: available and maintain it. The telenhena ope:ator assists

in emergencies, information and making lonz distance calls.

Truly all of the li!-;ht and telephone workers work for you and your con-

venience.

110



PUBLIC SERVICES - UTILITIES

PRE-TEST

NAME THESE PEOPLE FROM THE LIST BELOW

1. This person will place your long distance phone calls.

2. This man will install your phone or repair it if it is broken.

3. I complete the connection after the lineman places the cable on the
phone.

4. I place wires and cables loading from the central office to the customer.

5. I construct and maintain the power lines which carry electricity.

6. I install, test, and maintain meters.

7. I couLrol Lila amount of electricity throughout an area.

8. I control the output of materials used for doing a job.

9. Electricity operates your telephone. (TRUE OR FALSE)

10. The electric meter on your house is read by the meterman. (TRUE OR FALSE)

Cable splicer
Telephone operator
Stock clerk
Lineman
Installer & repairman
Lineman hi .1 & low
Meterman
Load dispatcher
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I
C
 
C
O
N
C
E
P
T
S
:

(
1
)

C
l
e
v
e
l
a
n
d
'
s
 
u
t
i
l
i
t
i
e
s
 
a
r
e
 
o
r
i
e
n
t
e
d
 
t
o
w
a
r
d
 
p
r
o
v
i
d
i
n
g
 
c
o
n
t
i
n
u
a
l
l
y

i
m
p
r
o
v
i
n
g
 
c
u
s
t
o
m
e
r
 
s
e
r
v
i
c
e
.

(
2
)

I
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
e
x
p
l
o
r
a
t
i
o
n
 
o
f
 
j
o
b
s
 
a
r
e
 
e
s
s
e
n
t
i
a
l
 
f
o
r
 
w
i
s
e

c
a
r
e
e
r
 
d
e
c
i
s
i
o
n
s
.

(
3
)

E
v
e
r
y
 
o
c
c
u
p
a
t
i
o
n
 
c
o
n
t
r
i
b
u
t
e
s
 
t
o
 
s
o
c
i
e
t
y
.

(
4
)

C
a
r
e
e
r
s
 
r
e
q
u
i
r
e
 
d
i
f
f
e
r
e
n
t
 
k
n
o
w
l
e
d
g
e
,
 
a
b
i
l
i
t
i
e
s
,
 
a
n
d
 
a
t
t
i
t
u
d
e
s
.

I

1
S
P
E
C
I
F
I
C
 
B
E
H
A
V
I
O
R
A
L
 
O
B
J
E
C
T
I
V
E
S

V
O
C
A
B
U
L
A
R
Y

A
C
T
I
V
I
T
I
E
S

L
E
A
R
N
I
N
G
 
E
X
P
E
R
I
E
N
C
E
S
 
O
R

D
E
S
I
R
E
D
 
O
U
T
C
O
M
E
S

T
h
e
 
s
t
u
d
e
n
t

w
i
l
l
 
b
e
 
a
b
l
e
 
t
o

C
a
b
l
e
 
S
p
l
i
c
e
r

P
r
e
-
t
e
s
t

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
v
a
r
i
o
u
s

C
u
s
t
o
m
e
r

j
o
b
s
 
i
n
 
l
i
g
h
t
a
n
d
 
,
t
e
l
e
p
h
o
n
e
 
j
o
b

E
l
e
c
t
r
i
c
i
t
y

D
e
m
o
n
s
t
r
a
t
i
o
n
 
l
e
s
s
o
n
 
o
n
 
h
o
w

f
a
m
i
l
y
.

J
o
b
 
f
a
m
i
l
y

t
o
 
u
s
e
 
a
 
t
e
l
e
p
h
o
n
e

L
i
n
e
m
a
n
 
(
H
i
g
h
 
&
 
L
o
w
)

L
o
a
d
 
d
i
s
p
a
t
c
h
e
r

G
e
n
e
r
a
l
 
c
l
a
s
s
 
d
i
s
c
u
s
s
i
o
n
 
o
f

M
e
t
e
r
m
a
n

S
a
l
e
s
 
R
e
p
r
e
s
e
n
t
a
-

t
i
v
e

S
t
o
c
k
 
C
l
e
r
k

T
e
l
e
p
h
o
n
e
 
o
p
e
r
a
t
o
r

s
l
i
d
e
 
p
r
e
s
e
n
t
a
t
i
o
n

f
t
u
d
e
n
t
s
 
w
i
l
l
 
c
o
l
l
e
c
t
 
p
i
c
-

w
r
e
s
 
f
r
o
m
 
n
e
w
s
p
a
p
e
r
 
a
n
d

n
a
g
a
z
i
n
e
s
 
o
f
 
p
e
o
p
l
e
 
w
o
r
k
i
n
g

l
i
g
h
t
 
a
n
d
 
t
e
l
e
p
h
o
n
e

U
t
i
l
i
t
i
e
s

s
t
u
d
e
n
t
s
 
w
i
l
l
 
m
a
k
e
 
a
 
b
u
l
l
e
-

:
i
n
 
b
o
a
r
d

:
'
o
s
t
 
t
e
s
t

(
s
a
m
e
 
a
s
 
p
r
e
 
t
e
s
t
)

T
h
e
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
h
a
v
e
 
a
 
m
o
r
e

p
o
s
i
t
i
v
e
 
a
t
t
i
t
u
d
e
 
t
o
w
a
r
d
 
t
h
e

w
o
r
l
d
 
o
f
 
w
o
r
k
.

T
h
e
 
s
t
u
d
e
n
t
 
w
i
l
l
 
h
a
v
e
 
a
 
g
e
n
e
r
a
l

k
n
o
w
l
e
d
g
e
 
o
f
 
h
o
w
 
t
o
 
u
s
e
 
t
h
e
 
p
h
o
n
e
,

T
h
e
 
s
t
u
d
e
n
t
 
w
i
l
l
 
h
a
v
e
 
g
e
n
e
r
a
l

k
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
s
e
r
v
i
c
e
s
 
p
e
o
p
l
e

w
o
r
k
i
n
g
 
i
n
 
t
h
e
 
l
i
g
h
t
 
a
n
d
 
p
h
o
n
e

u
t
i
l
i
t
i
e
s
 
r
e
n
d
e
r
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o
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n
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.
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P
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p
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l
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i
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n
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p
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c
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D
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C
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S
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R
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-

U
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IL
IT
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.p

N
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I
F
E
A
K
E
R
S

C
a
b
l
e
 
S
p
l
i
c
e
r

L
i
g
h
t
s

L
i
n
e
m
a
n

L
i
n
e
m
a
n
 
(
H
i
g
h
 
a
n
d

L
o
w
)

L
o
a
d
 
D
i
s
p
a
t
c
h
e
r

M
e
t
e
r
 
M
a
n

S
t
o
c
k
 
C
l
e
r
k

T
e
l
e
p
h
o
n
e

T
e
l
e
p
h
o
n
e
 
O
p
e
r
a
-

t
o
r

C
o
n
t
a
,
:
t
:

O
h
i
o
 
.
I
e
l
l
'
s
 
S
p
e
a
k
e
r

B
u
r
e
a
u

F
I
E
L
D
 
T
R
I
P
S

C
o
n
t
a
c
t
:

O
h
i
o
 
B
e
l
l
 
T
e
l
e
p
h
o
n
e

C
o
m
p
a
n
y

M
u
n
i
c
i
p
a
l
 
L
i
g
h
t
 
a
n
d

P
o
w
e
r
 
P
l
a
n
t

C
A
R
E
E
R
 
L
I
B
R
A
R
Y

B
o
o
k
s

P
a
m
p
h
l
e
t
s

B
r
o
c
h
u
r
e
s

S
R
A
 
K
i
t
s

P
o
p
e
y
e
 
C
a
r
e
e
r

C
o
m
i
c
s

E
V
A
L
U
A
T
I
O
N
:
 
S
u
c
c
e
s
s
f
u
l
 
a
t
t
a
i
n
m
e
n
t
 
o
f
 
o
b
j
e
c
t
i
v
e
 
(
1
)
 
w
i
l
l
 
b
e
 
b
a
s
e
d
 
o
n
 
t
h
e
 
s
t
u
d
e
n
t
s
'
 
a
b
i
l
i
t
y
 
t
o
 
o
r
a
l
l
y
 
d
e
s
c
r
i
b
e
 
a
t
 
l
e
a
s
t

7
5
%
 
o
f
 
t
h
e
 
j
o
b
s
 
l
i
s
t
e
d
 
i
n
 
t
h
i
s
 
u
n
i
t
.

T
h
e
 
a
t
t
a
i
n
m
e
n
t
 
o
f
 
p
e
s
t
 
t
e
s
t
 
o
b
j
e
c
t
i
v
e
s
 
w
i
l
l
 
b
e
 
b
a
s
e
d
 
o
n
 
t
h
e
 
a
b
i
l
i
t
y
 
o
f
 
a
t
 
l
e
a
s
t

8
0
%
 
o
f
 
t
h
e
 
s
t
u
d
e
n
t
s
 
t
o
 
a
c
h
i
e
v
e
 
a
 
1
0
%
 
a
c
c
u
r
a
c
y
 
i
n
c
r
e
a
s
e
 
o
v
e
r
 
t
h
e
i
r
 
i
n
i
t
i
a
l
 
s
c
o
r
e
s
 
o
n
 
t
h
e
 
p
r
e
-
t
e
s
t
.

S
W
G
E
S
T
I
O
N
S

A
D
D
I
T
I
O
N
A
L

F
O
R
 
I
I
T
R
O
V
E
M
E

I
N
S
T
R
U
C
T
I
O
N
A
L

N
T
 
O
F
 
U
N
I
T
:

R
E
S
O
U
R
C
E
 
M
A
T
E
R
I
A
L
S
.



PUBLIC SERVICES

GAS AND WATER

General Discussion

The transportation, communication, and public utilities industries

make possible the smooth functions of our society and produce most of the

energy that powers, heats, and lights our homes and factories. The trans-

portation industry moves goods and people about the country by air, rail,

. water, and highways. The communication industry highway provide communi-

cations systems such as telephones, radio, and television broadcasting.

Other public utilities supply the nation with electricity, gas, and die

sanitation services. Transportation, communication, and public utility

firms are all semi-public in character. Some state and local governments

operate their own transit lines or electric companies as well as other

types of utilities.

PRE-TEST

1. How are gas bills determined?
2. How are water bills determined?
3. Where does most of the power for utilities come from?
4. How often is the gas bill issued?
5. How often is the water bill issued?
6. Who is responsible for the payment of the water bill?
7. Who purifies the water?
8. How is gas transported to the home?
9. .here does the water that we use in our homes come from?

10. Where does the gasman get the gas from?
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O
C
C
U
P
A
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I
O
N
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C
L
U
S
T
E
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:
 
P
u
b
l
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S
e
r
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i
c
e
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J
O
B

F
A
M
I
L
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:
 
G
a
s
 
a
n
d
 
w
a
t
e
r

G
R
A
D
E
:

6
S
o
c
i
a
l
 
S
t
u
d
i
e
s

T
I
T
L
E
:

U
n
i
t
 
I
I
I
-
-
A
 
N
e
w
 
A
m
e
r
i
c
a
 
G
r
o
w
s
 
U
p
-
-
H
o
w
 
T
h
e
 
C
o
u
n
t
r
y
 
C
r
e
w
.

B
A
S
I
C
 
C
O
N
C
E
P
T
S
:
 
(
1
)

C
a
r
e
e
r
 
e
d
u
c
a
t
i
o
n
 
a
n
d
 
t
r
a
i
n
i
n
g
 
i
s
 
a
n
 
c
n
-
g
o
i
n
g
 
p
r
o
c
e
s
s
.

(
2
)

E
v
e
r
y
 
o
c
c
u
p
a
t
i
o
n
 
c
o
n
t
r
i
b
u
t
e
s
 
t
o
 
s
o
c
i
e
t
y
.

(
3
)

C
l
e
v
e
l
a
n
d
'
s
 
u
t
i
l
i
t
i
e
s
 
a
r
e
 
o
r
i
e
n
t
e
d
 
t
c
w
a
r
d
 
p
r
o
v
i
d
i
n
g
 
c
o
n
t
i
n
u
a
l
l
y
 
i
m
p
r
o
v
i
n
g
 
c
u
s
t
o
m
e
r
 
s
e
r
v
i
c
e
.

(
4
)

A
 
p
e
r
s
o
n
 
m
a
y
 
b
e
 
s
u
i
t
e
d
 
f
o
r
 
s
e
v
e
r
a
l
 
d
i
f
f
e
r
e
n
t
 
c
a
r
e
e
r
s
.

S
P
E
C
I
F
I
C
 
B
E
H
A
V
I
O
R
A
L
 
O
B
J
E
C
T
I
V
E
S

,
.
.
.
.
.
.
.
.
.
.

V
O
C
A
B
U
L
A
R
Y

T
h
e
 
s
t
u
d
e
n
t

w
i
l
l
 
b
e
 
a
b
l
e
 
t
o

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
v
a
r
i
o
u
s

j
o
b
s
 
i
n
 
t
h
e
 
C
l
e
v
e
l
a
n
d
 
G
a
s

a
n
d

W
a
t
e
r
 
d
e
p
a
r
t
m
e
n
t
.

T
h
e
 
s
t
u
d
e
n
t
s

w
i
l
l
 
b
e
 
a
b
l
e
 
t
o

l
i
s
t
 
t
h
e
 
d
u
t
i
e
s
 
o
f
 
p
e
o
p
l
e
 
s
h
o
w
n

i
n
 
t
h
e
 
s
l
i
d
e
 
p
r
e
s
e
n
t
a
t
i
o
n
.

T
h
e
 
s
t
u
d
e
n
t
s

w
i
l
l
 
b
e
 
a
b
l
e
 
t
o

i
d
e
n
t
i
f
y
 
v
a
r
i
o
u
s
 
t
o
o
l
s
 
u
s
e
d
 
b
y

p
e
o
p
l
e
 
w
o
r
k
i
n
g
 
i
n
 
g
a
s
 
a
n
d
 
w
a
t
e
r

u
t
i
l
i
t
i
e
s
.

C
h
e
m
i
s
t

C
o
n
s
t
r
u
c
t
i
o
n
 
L
a
b
o
r
-

e
r

G
e
o
l
o
g
i
s
t

M
e
t
e
r
 
R
e
a
d
e
r

M
i
n
i
n
g
 
E
n
g
i
n
e
e
r

P
u
b
l
i
c
 
u
t
i
l
i
t
i
e
s

S
t
a
t
i
o
n
a
r
y
 
E
n
g
i
n
e
e
r

S
u
p
e
r
v
i
s
o
r

W
e
l
d
i
n
g
 
E
n
g
i
n
e
e
r

I
2
A
R
N
I
N
G
 
M
P
E
R
I
E
N
C
E
S
 
O
R

A
C
T
I
V
I
T
I
E
S

D
E
S
I
R
E
D
 
O
U
T
C
O
M
E
S

P
r
e
-
t
e
s
t

S
t
u
d
e
n
t
s
 
w
i
l
l
 
p
r
e
p
a
r
e
 
r
e
-

p
o
r
t
s
 
o
n
 
v
a
r
i
o
u
s
 
j
o
b
s
 
i
n

v
s
 
a
n
d
 
w
a
t
e
r
 
u
t
i
l
i
t
i
e
s
.

G
e
n
B
r
a
l
 
d
i
s
c
u
s
s
i
o
n
 
o
f
 
c
a
r
e
e
r

t
c
p
i
c
s
.

P
c
s
t
 
t
e
s
t

(
3
E
m
e
 
a
s
 
p
r
e
 
t
e
s
t
)

""
'"

'"
'"

""
4"

."
..-

44
1"

-

T
h
e
 
s
t
u
d
e
n
t
 
w
i
l
l
 
h
a
v
e
 
a
 
m
o
r
e

p
o
s
i
t
i
v
e
 
a
t
t
i
t
u
d
e
 
t
o
w
a
r
d
 
t
h
e

w
o
r
l
d
 
o
f
 
w
o
r
k
.

T
h
e
 
s
t
u
d
e
n
t
 
w
i
l
l
 
b
e
 
m
o
r
e
 
a
w
a
r
e
 
o
f

t
h
e
 
v
a
r
i
o
u
s
 
g
a
s
 
a
n
d
 
w
a
t
e
r
 
u
t
i
l
i
t
i
e

t
h
a
t
 
e
x
i
s
t
 
i
n
 
h
i
s
 
c
o
m
m
u
n
i
t
y
.
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c
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P
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p
l
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l
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c
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n
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i
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P
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.
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.
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P
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n
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PUBLIC SERVICES - POLICE DEPARTMENT

General Discussion

The policeman helps to preserve law and order. He prevents criminal

activity, investia,ates crime, apprehends, and assists in the prosecution

of criminals. ":Thether on or off duty, the policemen are expected to

exercise authority whenever necessary. The Police Safety Aide, under su-

pervision, assists police officers and other safety personnel in various

locations.

Every city, to x, and village in the United States has some sort of

police department, yet no two departments are alike. Each is aorking to

}reserve law and order. In each department policamen work to prevent

criminal activity, inves;.ip:ate crime, ap7xchend criminals and assist in

their prosecution.

The j(A) of a policeman is big. Because it is so big, policemen of-

ten specialize in one area of police work such as burglary investigation,

hamicasie, tranic control and safet:-, tac,,;(1 ju=ile inv.7.t,r2a-

tion,etc. Before specializin7., however, many policemen start out as pa-

trolmen.

FRE-TEST

1. What are the duties of a patrol, 7

2. What is a Public Safety Aide?

3. '2:hat does a radio dispatcher do?

4. ::;hat is the job of a dog warden?

5. What is the job of a blacksmith in a police department?

6. Igh-t 4s an institutional guard?

7. Name some eauipment that the policeman uses.

8. Name some different jobs in the Folice Department.

9. Where is the main police station located?

10. when a policeman is off duty is he apected to exercise
authority?
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PUBLIC SERVICES - FIRE DEPARTINT

General Discussion

lost communities have some form of a fire departnent. In snall

towns and rural areas a volunteer fire fighting company may exist. The

volunteer firemen rush to the site of the fire when the alarm is sound-

ed and they also work without pay. In larger towns, firemen are paid

by the municipal government. In both cases, the firemen are concerned

with putting out fires, preventing fires, and preserving lives and prop-

erty.

In extinguishing fires some -firemen mad specialize in those caused

by chemicals or electricity. Some firemen specialize in looking for

causes of fires before they happen. For this reason, public buildings

such as theaters and factories are inspected for conditions that may

cause fires. Ail firemen are concerned with the public's safety and

for this reason take many courses in administering first aid.

Educating the nuoiic about fire prevention and safety measures is also

a part of the firefighter's job.
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PUBLIC SERVICES - FIRE DEPARTI'ENT

PRE-TEST

True or False

1. Firemen sometimes give first aid.
2. Fire prevention is the job of the Health Department.

3. Firemen are not allowed to inspect private homes.
4. The need for firemen is decreasing.
5. A fireman cannot be promoted higher than captain.
6. Volunteer firemen serve with, no pay.

7. Firefighting requires teamwork.
8. The commanding officer assigns jobs to firemen.

9. Firemen may inspect public buildings.
10. Between alarms, firemen may completely relax.

KEY

1. T 6. T
2. F 7. T

3. F 8. T

4. F 9. T

5. F 10. F
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TRANSPORTATION-TRUCKS

General Discussion -Driving Occupations

The men at the wheel of the big trucks on highways and turnpikes are
the top professional drivers. They drive the largest and most expensive
equipment and receive the highest wages of all drivers. They are on their
own practically all-the time and have much responsibility. The work re-
quires initiative, because they must transport goods of great value which

'must be delivered safely and on time.

Over the Road Truckdrivers

Over the road truckdrivers are top professional drivers. They drive
the largest and most expensive equipment. They receive high wages also.
Mostly they operate gasoline or diesel power tractor-trailers. These
truckdrivers drive practically all of their working time. They must have
the ability to maneuver the trailers while driving in reverse, when backing
up big trailers to loading docks.

Local Truckdrivers

When the local truckdriver reports to work at the terminal or ware-
house, he receives his assignment to make deliveries, pick-ups or both.
He also receives the delivery forms needed. He checks his truck's
condition. These truckdrivers load and unload the merchandise them-
selves at the customer's place of business.

Routemen

These truckdrivers sometimes called driver-salesmen or route salesmen
are as much salesmen as they are drivers. They must, through their selling
ability, increase sales and obtain new business by canvassing potential
customers within their territories. Routemen drive panel or light trucks
over an assigned route, selling and delivering goods, or providing services
such as collecting and delivering laundry and dry cleaning to retail
establishments (wholesale routemen) or directly to the public (retail route-
men).

Since much of the food, clothing, and other products required by con-
sumers is transported by trucks, the men who move these goods from terminals,
warehouses, mines, and factories to wholesalers, retailers and consumers in
the local area must be very skilled drivers, must have initiative, and they
must also be able to handle heavy equipment in making deliveries. Some of
these drivers must also have the necessary selling abilities required for
increasing sales of their business.
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TRANSPORTATION - TRUCKS

PRE-TEST

Answer the ten questions using the three types of truckdrivam listed below.

1. Local Truckdrivers

2. Over-the-Road Drivers

3. Routemen--a. Retail
b. Wholesale

1. must be able to maneuver big trucks or tractor trailers
while driving in reverse, when backing up to loading docks.

2. are as much salesmen as they are drivers.

3. usually drive gasoline or'diesel power tractor-
trailers.

4. are top prOfessional drivers, and drive the largest
most expensive equipment.

5. receives his assignment to make deliveries, pick-ups
or both.

6. must through their selling abilities increase sales.

7. checks the condition of his truck when reporting to
work.

8. usually loads and unload the merchandise himself at
the customer's place of business.

9. are sometimes called driver-silesmen or route-sales-
men.

10. sells and delivers goods directly to the public.

Key
1. 2. 6. 3

2. 3 7. 1

3. 2 8. 1

4. 2 9. 3

5. 1 10. 3a
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TRANSPORTATION - SHIPS

General Discussion

Transportation employment offers a wide variety of interesting and

rewarding careers requiring diverse skills and levels of experience as

well as an opportunity for travel and adventure. There are 160,000

persons employed on the inland waterways, divided equally between those

on boats and those on shore. Growth of the industry has been nothing short

of fantastic. In terms of tonnage carried, inland waterways rank third

behind railroads and pipeways. The importance of the waterways lies in

the fact that they serve 38 of the 50 states with almost 95% of the

nnpillatinn

A typical crew includes the pilot who navigates the ship, engineers

who are responsible for the operation and maintenance of the vessel's

power, the mate, who assists the master pilot in the operations of the

ship, and the deck hands who perform the manual tasks involved in running

the ship. Officers are promoted from below as their knowledge and experience

increases.
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TRANSPORTATION - SHIPS

PRE-TEST

PART I True or False

1. Shipping employees work only on the ships.

2. Engineers pilot the ships.

3. Ship officers work their way up from the bottom.

4. Deck hands perform manual tasks.

5. The mate assists the pilot.

PART II Multiple Choice

ThP ehinni.ry 4r+Intry ir grmAng, b) rIcTirs enT7ti
c) only for men

2, Transportation of cargo by ship costs . a) more than it does
by truck, train, or plane, b) just as much as it does by truck, train,
or plane, c) less than it does by truck, train, or plane.

3. Engineers are responsible for the ship's . a) power, b) food,
c) navigation

4. A'ship's kitchen is called the . a) deck, b) crew, c) galley

5. Most ships on inland waterways are inspected by the
a) Navy, b) Army, c) Coast Guard

KEY

PART I PART II

1. F 1. A
2. F 2. C

3. T 3. A
4. T 4. C

5. T 5. A
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LAND TRANSPORTATION BUSES

General Descripticn

buses transport millions of Americans to and from work, schools, and

homes each day. These buses follow definite time .schedules and routes

over city and suburban streets to get passengers to their destination.

The bus driver is responsible for the safety, comfort and conveni-

ence of his passengers. For these reasons a bus driver is usually hired

on the basis of his driving record, skill and courtesy. While the bus dri-

ver runs a safety check on his veh'cle before it leaves the terminal, the

maintenance department has already checked it over with the aid of the e-

quipment electrician. The bus has also been washed and cleaned. To assist

inter-city drivers, baggage clerks and hostlers aid in assuring the passen-

gers' comfort.

PRE-TEST

1. What is the name of the bus system in Cleveland, Ohio?

2. Circle the three jobs which can he performed with the bus system.
(a) BUS driver (b) Mechanic (c) Body repairman (d) Traffic Checker

3. The bus mechanic repairs
. (a) lights (b) buses

(c) cars (d) tractors

4. The bus driver plays an important part on buses. True or False

5. A baggage clerk may load luggage. True or False

6. A bus driver must have a definite route. True or False

7. Describe the duties of a hostler.

B. Circle the two commercial buses. (a) C.T.S. (b) Greyhound (c) Rapid

9. How does the Greyhound bus differ from Cleveland Transit System buses?

10. Describe a trip taken by bus with family or friends.
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TRASPORTATION - RAILROADS

General Dicussion

The railroad with its network of more than 20,000 miles of rail line

reaching into all parts of the country, was one of the nation's largeac

employers. Over 500,000 railroad workers were employed in 1968, operating

trains, looking after the needs of the traveling public, maintaining and

repairing facilities and equipment and performing the hundreds of other

activities required in this industry. These activities offer a great

variety of interesting careers requiring different kinds of skills and

levels of education.

In most railroad occupations, a worker starts at the bottom and works

his way up by learning his job, proving his ability and acquiring the

seniority which will enable him to advance.
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TRANSPORTATION - RAILROADS

PRE-TEST

PART I True or False

1. A Yard Clerks' duties consist of writing; filing, and calculating records
and accounts.

2. A Fireman's duties entail calling signal indications, relaying hand
signals, orders and messages.

3. Communications and Signal Helpers build, maintain and repair rail-
road freight and passenger cars.

PART it Multiple ChoiCe

1. The person responsible for the maintenance, repair and construction
of track, .ties, switches, fences and anything pertaining to railway.

a) Firemeu, TrackmauTc) tatmau,

2. This person's responsibilities include scheduling the use of block tracks,
interlocking switches and signals to ensure proper movement of the trains.
a) Block Operator, b) Boilermaker, c) Policeman, d) Fireman

3. This person's responsibilities are building, maintaining and repairing
railroad, freight, and passenger cars.
a) Mechanic, b) Carman, c) Trainmen, d) Machinist

4. This person assembles and dismantles equipment, replaces and repairs
parts. a) Machinist, b) Trackman, c) Yard Clerk,
d) Signal Helper

5. This person's duties consist of writing, filing, and calculating record
and accounts. a) Yard Clerk, b) Secretary, c) Bookkeeper,
d) Carman

6. This person's duties involve installation, maintenance, repairing and
testing and communication and signal equipment.
a) Electrician, b) Repairman, c) Fireman, d) Communication and Signal
Helper

7. This person's duties consist of construction, maintenance and repairing
of tunnels, bridges, stations,and railway shops.
a) Boilermaker, b) Yard Clerk, c) Bridge & Building Workers, d) Trackman

136.



TRANSPORTATION - RAILROADS

PRE-TEST KEY

TRUE OR FALSE MULTIPLE CHOICE

1. True 1. 1-Trackman
2. True 2. A -Block Operator
3. False 3. B-Carman

4. A-Machinist
5. A-Yard Clerk
6. D-Communication & Signal Helper
7. C-Bridge & Building Wotkers
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DEVELOPMENTAL VOCATIONAL EDUCATION

Quincy-Woodhill Building
229-5310

Available Materials

Audio Visual Equipment

4 34 MM Cameras

3 Cassette Recorders

2 16 MM Projectors

3 Overhead Projectors

18 Sound-slide Projectors

1 Sound Filmstrip Projector

16 MM Films

Careers in Transportation Careers in Skilled Services (Sales)

Money in the Hand and Out Careers in Personal Services

Horizons Unlimited (Health Careers) Careers in Industry

Building a House Careers in Business & Office Occupations

The Joys of Selling The City

Seaport Our City Government

Careers in Machine Trades Trucks in Our Neighborhood

Careers in Building Trades Dairy: Farm to Door

Careers in Communication Postman: Rain or Shine

Filmstrips

Who Are You? Television

How Do You Get There? The Newspaper

What Do You Like To Do? The Telephone

What is A Job? Books

What Good Is School Communicating Ideas

Motion Pictures Communicating Without Words

Radio
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Filmstrips Cont.

Conservation For Today's America (Series With Sound)

(a) Land Conservation Today

(b) Water Conservation Today

(c) Urban Conservation Today

(d) Wildlife Conservation Today

(e) Mineral Conservation Today

(f) Forest Conservation Today

(g) Soil Conservation Today

Sound-Slides

Airport Bus

Railroad Radio

Post Office

Police Department Ships

Fire Department Home Economics

Newspaper

Posters

Business and Office

Manufacturing

Fine Arts & Humanities

Marine Science

Marketing & Distribution

Environmental Control

Hospitality and Recreation

Agri-Business & Natural Resources

Communication

Transportation - Ships

Manufacturing - Apparel

Health Services
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RICHARD'S ROSEN PRESS
Careers in Depth Series Cont.

Journalism
Landscape Architecture
Law Enforcement
Librarian
Marines
Marketing
Medical Assisting
Medical Technology
Merchant Marine
Meteorology
Minister
Model
Museums
Music
NASA
Naval Architecture
Navy
Nuclear Energy Fields
Nun
Nursery. Industry
Nursing
Occupation Therapy
,Oceanography
Optician
Optometry

Own Business
Personnel Work
Physics
Pilot
Pharmacy
Photography.
Physician
Printing
Public Relations
Rabbi
Radiologic Technology
Railroading
Real Estate
Retailing
School Psychology
Secretary
Shorthand Reporter
Social Work
Television
Temporary Office Worker
Traffic Management
Translating awl ILLtetiiratiag

JULIAN MESSNER SERIES

Your Career in Advertising
Your Career in Aerospace Industry
Beauty As A Career
Careers in Biological Science
Your Career in Chemistry
Your Career in Civil Service
Your Career in Computer Programming
Disease Detectives
Engineers Unlimited
Guide To Professional Careers
Fashion as a Career
Your Career in Film Making
Your Career in Foreign Service
Careers in the Health Field
Careers for Home Economists
Careers in Horticultural Sciences
Careers in Hotel Management
Your Career in Interior Design
Your Career in Journalism
Your Career in Law Enforcement
Careers in the Legal Profession
Careers in the Library World
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Your Career in Medicine
Your Career in Nursing
Your Career in Oceanology
On The Job Training
Your Career in Parks & Recreation
Your Career in Public Relations
Your Career in Selling
Skyblazers
Social Service
Stagestruck (Theatre)
Your Career in Teaching
The Teen-Age Diet Book
Your Career in Transportation
Your Career in the World of Travel
Your Career in TV and Radio
What About Teen-Age Marriage?
You and Today's Troubled World
Your Career-If You're Not Goint to College
Your College Education-How to Pay for It
Your Handicap-Don't let it Handicap You
Your Personality and You



SRA Book Series

I. Our working world- Families at work (text and records)

Our working world - Cities at work

Our working world - Neighbors at work

Educational filmstrips and records

A. Conservation for today's america

(4 records and 4 filmstrips)

III. Career Opportunities

New York Life Insurance Company

Box 51, Madison Square Station

New York, N.Y. 10010 1958

(a series of articles designed to help guide young

people to a better future)
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Career Development Resource Material

1. Occupational Exploration Kit
Science Research Assoc.
259 W. Erie St.
$99150 (approx price) .

4. Language Development Kit

(Sr. High)

3. Work (Widening Occupational) Kit

Note: (The above are available at the Visual hid Center and the
Cleveland Public Library)

Popeye Career CoMics
King Features
235 E. 45th St.
N.Y. N.Y. 10017

Occupational Library, Chronicle, Moravia, Y.Y.
Based on D.O.T.
DVEP Office

People and Choices Career Folios (Bernard C. Watson professor and Chairman
-Urban Educ. Temple University)
Division of Urban Education
a program to acouaint pre-high school students with career possibilities
Harcount Brace Jovanovich, Inc. N.Y.
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Sound Filmstrips

Guidance Association of Pleasantville, N.Y.

I People who help others

Filmstrips:

A. Physical Theropist
B. Day care worker
C. Community Organizer
D. People who help others

II People who work in science

Filmstrips:

A. People who work in science
B. Recording Engineer
C. Laboratory Technician
D. Ocean Life Scientist

III People who make things

Filmstrips:

A. People who make things
B. Aircraft assembler
C. Chef
D. Model builder

IV People who create art

A. People who create art
B. Puppeteer
C. Musician
D. Des5gner

V People who influence others

Filmstrips:

A. People who influence others
B. Model (homemaking)
C. Creative director (art)
D. .County agent (horticlture)

VI People who organize facts

A. People who organize facts
B. Bakery fore woman
C. Automotive researcher
D. TV Sports editor

532



ADDITIONAL MATERIALS AVAILABLE IN THE

DEVELOPMENTAL VOCATIONAL EDUCATION OFFICE

I. Posters:

1. They set their sights on careers at sea

2. Leisure and restaurants

3. Where people work

4. Trades and industrial

5. Home economics

6. Business education - General

II. Tapes (the world of work)

1. On the job (2Otapes)

2. Getting a job (20 tapes)

3. Cross - Vocational skills and information (20 tapes)

III. Games

1. Travel Connection

2. Transportation

3. Riddle your way
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DEVELOPMENTAL VOCATIONAL EDUCATION PROGRAM

VISUAL AIDS LIST

Careers in the Building Trades. 26 Minutes

Easy-to-follow language and lively action demonstrate some of the tasks

carried on in the various trades practiced by the largest group of

skilled workers in the nation.

Careers in Business and Office Occupations. 25 Minutes

Helps youngsters develop an understanding of what is required in office

occupations. A number of these occupations were unknown only a few

years ago.

Careers in Communications. 30 Minutes

What do workers in this essential area do? The film gives a close-up

look at various opportunities available and some of the skills and

talents required.

Careers in Industry. 26 Minutes

Ranges over some of the many opportunities American industry provides

with a closer look at some specific occupations. It also emphasizes

importance and satisfactions of jobs in this area.

Careers in Machine Trades. 29 Minutes

Portrays some of the skilled trades involving use of powerdriven machin-

ery. The program relates the occupation to young people's own interests

and future.
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Careers in Personal Services. 29 Minutes

Looks'at the jobs of those, from firemen and policement to beauticians

and barbers, who want to work with people. It demonstrates their role

in making life safer and pleasanter.

Careers in Sales--"The Joys of Selling". 26 Minutes

Every industry, business, and community employs sales people. So,

the variety and opportunities are limitless. The film explores some

of the directions young people with a bent for selling can follow.

Careers in Skilled Services. 25 Minutes

The people who install, maintain, and repair automobiles and machinery

in homes, offices, and factories keep the nation running. The program

shows some of the talents and skills used in a wide field with a short-

age of trained personnel.

Careers in Transportation. 24 Minutes

These workers help move passengers and goods over highways, railways,

airways, and seaways across continents and oceans, or inside cities and

communities.

How Do You Get There. 26 Minutes

Here are the tips youngsters need on how to start looking for a job- -

newspaper ads, employment agencies, etc; how to apply and how to

approach an interview. There is also information on technical courses

at two-year colleges, apprenticeships, and on-the-job training.
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Airplanes Work for Us. 11 Minutes

Depicts some of the common and uncommon uses of aircraft, pointing out

that in addition to the carrying of passengers and freight, airplanes

and helicopters are used for fire patrol, rescue work, weather patrol,

construction of power lines and crop dusting. Describes air to ground

communication and shows many auxiliary jobs other than the actual pilot-

ing of aircraft.

Building a House. 11 Minutes

Shows the main stages in building a house and pointing out the impor-

tance of each workman's special skill in following the architect's

plans.

The City. 11 Minutes

Features a complex modern city with private homes, apartments, office

buildings, schools, stores, and factories. Pictures the major transpor-

tation facilities, the huge suburban'sprawl, the city's elected

governmental body, and the city departments such as the fire and police

departments.

Dairy Farm to Door. 11 Minutes

Presents the story of milk production and processing showing views of

the dairy farm, the creamery, the distribution of processed milk and

other dairy products to the home and market.

Exploring the Ocean. 11 Minutes

Uses drawings, diagrams, animation, and photographs of the ocean floor

to reveal the wealth of the ocean in minerals as well as in plant and
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animal life. Shows the work of oceanographers and describes the phrt

played by the water cycle in depositing minerals in the ocean.

Industry. (filmstrip)

Discusses the growth and importance of industry in New England and

describes various industries such as shoes, textiles, hardware, paper

hats, silverware, firearms, electronics and others.

Money in The Bank and Out. 15 Minutes

Explains how a bank helps the community by keeping money in circula-

tion and explains such procedures and terminology as deposits, checks,

interest, loans, and money flow.

Our. C;,:ty Oovernment. 10 Minutes

Views the urban community and its government. Considers how a city

government provides services and makes and enforces laws. Discusses

the functions of the city council, mayor or city manager, and courts.

Postman: Rain or Shine. 11 Minutes

Follows a letter from the time it is mailed in Kansas until it is.deli-

vered in California, describing the role of trains, trucks, planes, and

the postman. Shows the use of automation in the post office.

Seaport. 16 Minutes

Gives an insight into the seaport area of a large city and such activities

as loading and unloading of cargo, hiring of seamen, varied types of work

and workers, and making a ship seaworthy for another trip.

Transportation. (filmstrip)

Illustrates the different types of transportation needed, including rail-

roads, airlines, buses, automobiles, boats, and pipelines.
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Trucks in our Neighborhood. 12 Minutes

Shows many kinds of trucks and how they work to help the neighborhood.

Communication: Books. (filmstrip)

Explains how a book is published and distributed and shows the role

that libraries play.

Communication: Communicating Ideas. (filmstrip)

Points out that men in all societies have ways of communicating with

each other and emphasizes that our modern society works because we

have easy, rapid, and reconizable systems of communication.

Communication: Communicating Without Words. (filmstrip)

Illustrates some of the_ ways in which we communicate without words,

including gestures, pictures, sounds, touch, signs and symbols, odors

and appearance.

Communication: Motion Pictures. (filmstrip)

Explains how motiun pictures are produced and discusses the motion picture

as a particular type of communication.

Communication: Radio. (filmstrip)

Explains the importance of radio to people, businesses, and city agencies.

Communication. Television. (filmstrip)

Explains how television programs are produced and why television is

important to people.
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Communication: The Newspaper. (filmstrip)

Explains why newspapers are important and how they are produced.

Communication: The Telephone. (filmstrip)

Explains how the telephone establishes a network of communication that

ties us in a city, across the country, and around the world.

Conservation for Today's America. (filmstrip)

Contains: soil, forest, water, wildlife, mineral, urban, and land

conservation today.
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STUDENT TOURS OF OFFICES

Attached is.a list of companies which will accommodate students, for

tours of offices. When making arrangements in writing or by phone, it would

be helpful if you would include the following information:

1. Make sure the date and time of the tour is accurate.

2. Ask your contact to furnish you with orientation information
on the company so you can conduct an orientation session on
the company before the tour. This information could include:
brief company history; product or services; production
processes; annual sales; payroll, profit, dividends, and taxes;
employment of men and women in the plant and offices; product
use and markets etc.

3. Give the person who is arranging the tour as much advance
notice as possible. Two weeks notice is not uncommon.

4. Give the number of students who Wi11 be on the toui and the name
or names of the teachers or other supervisory persons who will
accompany the students.. Remember most companies have a limit on
the number of people they can accommodate.

5. Get the consent of your principal and the parents of the students.

6. Remind your students to ask pertinent questions and have one or
more students react by making favorable comments to the company
representatives at the end of the tour.

7. Have students write "thank you" letters.
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RADIO PROGRAMS RELATED TO OCCUPATIONAL CLUSTERS
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TELEVISION PROGRAMS RELATED TO OCCUPATIONAL CLUSTERS
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BIBLIOGRAPHY

Occupational Outlook Handbook
U.S. Department of Labor
Bureau of Labor Statistics
Washington, D.C.

This handbook is a guide to employment opportunities in a broad range
of occupations that covers all the principal areas of work. It brings
together information of significant for those who are planning a career.
Service as a basic tool in the vocational guidance process. We use this
guide to gather comprehensive information on career opportunities.

Career Opportunities
New York Life Insurance Company
Career Information Service
Box 51, Madison Square
Station New York, N.Y. 10010.

Soft back book composed of a series of articles designed to help guide
young people to a better future. These books are easy reading material.
They are used as a part of our careers library. We fine it good in that
our students can easily relate to it, each article is based on the experi-
ence of one who has distinguished himself in his respective field.

English On The Job
Jerome Carlin
Globe Book Company, Inc.
New York 10 New York

This book capitalizes upon that interest by organizing the English ac-
tivities around a core of vocational guidance. We use it because it not only
improves the students' English expression, but it also helps them gain insight

into some of the problems facing them. The students' learning proceeds simul-
taneously in two directions: A better understanding of his potentialities in
the world of work, and a better command of the communication skills needed in
all phases of everyday living.

The Story Steel
United State Steel Corporation
600 Grant Street
Pittsburgh, Pa. 15219

A pamphlet style book which describes how steel .,is made. We use it
to stress the importance of steel, it takes you from smelting of metals in
prehistoric through the fascinating development of the iron making processes.
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Careers In Depth
Richards Rosen Press

This series covers all the careers in practical terms for the young
man or woman who is interested in more than just a job. All books were
written by prominent men and women who are successful in their chosen
fields.

Handbooks Of Job Facts
Scientific Research Associates

An occupational summary which helps to pinpoint the basic features
and trends of a variety of significant occupations, contains concise
summaries of basic data on 300 major occupations.

Industrial and Commercial Wiring
Kennard C. Graham
American Technical Society - Chicago, USA

This book has been rewritten to reflect the latest developments in
the electrical field covering new techniques and materials, and incorporat-
ing the latest additions and changes in the National electrical code. It's
especially good that it begins with basic lighting terms and principles.
Study guide also accompany the book.

Electrical Construction Wiring
Walter N. Alerick
American Technical Society
Chicago, Ill. 60637

This book includes the latest accepted changes in wiring, also the
more traditional wiring procedures that are still recognized by the NEC.
The text is very suitable for self study. Questions are found at the end of
each chapter for personal check up, classroom discussion, or assignments.
They are designed to reinforce the information given in the chapter and, to
aid in giving directions for the review of the material in the chapter.

Related Mathematics For Carpenters
L.S. Chamberlain
American Technical Society

This book deals with mathematics as it relates to a practical occupa-
tion. The authors teaching experience demonstrated that students found it
easy to learn mathematics when the materials consisted of realistic problems
such as one might encounter on a job.

Automotive Maintenance and Trouble Shooting
Leslie F. Goings and Edward D. Spicer
American Technical Society
Chicago, 60637

This hard back book is based upon three main objectives (1) To show
how to prevent most troubles, (2) to find out how to quickly and adequately
locate'the cause of any trouble, (3) once it is known what is wrong, to
show how to restore the care to satisfactory operations.
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The Epic of Steel
United State Steel
Public Relations
100 Eriev"ftw Plaza
Cleveland, Ohio 44114

This is a resource book used to get more. detailed information about
the steel industry.

Your Future In Daily Newspapers

This is easy to read material describing the jobs'in the newspapers
field. It is used as a part of our career library.

Hospitality Program
(Food Service & Lodging Ed.)
Council on Hotel, Restaurant and
Institutional Education (1970)
1522 K. Street, N.W.
Washington, D.C. 20005

This book is used to gain information in the area of good. service and
lodging. It explains the requirements one need3if he or she is interested in
managing a large hotel or motel. It also explains how one might go about
getting into the areas of food catering.

Health Careers
The Greater Cleveland Hospital Association
1001 Huron Road
Cleveland, Ohio 44115

This guide provides minimum basic entry information about allied
health education programs in Northeast Ohio. We have used this booklet as
a reference tool for seeking information about an approved health career
program. It explains in detail ,,the jobs available, the requirements, the
grants available and suggested places for training.

Aim High. Vocational Series
Richards Rosen Press, Inc.,
New York, New York

The Aim High Vocational Guidance series is for the young person who
is looking for a job. All of the books are written by experts in the occu-
pations who know what the jobs are about. The series covers occupa-

tional opportunities for young people and will help them to make
decisions concerning them.
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A Guide To Professional Careers
Walter Duckat
Julian Messner, a division of Simon & Schuster Inc.
New York, New York 10018

This book is as it said a guide to professional careers. Many careers
are mentioned in this book for college bound students. The requirements,
training, duties, salaries and future outlook for each career are clearly
detailed, with helpful cross references to other closely related profes-
sional careers. The book is unique in that each career description includes
questions to determine the reader's interest in and capabilities for the
profession.

How To Plan A House
G. Townsend & J. Dalzell

A multi purpose book written in a practical and authoritative manner.
Designed to instruct the layman on house planning intelligently. The book
is also written to be of value to builders, developer's, apprentices-and
students wishing basic information on planning. The book provides an
entire course in design in the residential field presenting plans, how plans
are made, and factors involved in shopping plans.

Machine Shop - Operetions & Setups
Porter Lascoe, & Nelson

A text written by professionals in the field, with the purpose of
providing basic training in conventional machine operations and information
regarding the lastest developments and machine book business. The book also
provides the student with innovations which will'be useful in the future
using illustrations and language basic to the trainee.

Concrete Block Construction: For Home & Farm
J. Dalzell, Townsend

A guide written by professionals working in the field which carries
the reader step by step through experience tested methods of erecting a
structure designed to eliminate common errors in the use of concrete blocks,
this book is filled with instruction valuable to the beginner as well as
the mason inexperienced with the concrete block.

Steel Square
Townsend

A "How to do it" book with detailed instructions and illustrations
for the carpenters or helper on the use of the steel square. The book is
compiled in such a way as to explain lines and angles in a simple and
practical manner. answering questions from "what is a steel square" to
"how to build a roof." A valuable book in any carpenter's handbook.
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